



TODAYS 


S| — AR 


35 CENTS 







SIINESS ADMINis 


LIBRARY UN 


THE ART OF SAYING 
“THANK YOU” 


THE GLEAM OF A 
HEALTH 


OGA 


CONTEST WINNERS LV 


: 
° 
fer 
o 
’ 


3/eerers 
se/ 


\ t pl > 
+ na tat 
1) Ly ‘ ak 
+) ny + 
S ie est V 


' W nN 
A r 
for « 

timate 

u can 


esse 


Sen 
t at tl 


Ss super r pert rr 


neering improve 


le keybo urd, y< u'll 











“| WAS FAILING SHORTHAND. . . 
UNTIL | DISCOVERED— 


DICTATION DISCS*’ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


Boost Your Salary! in All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Dise Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These 
Say About This 
5 Wonderful New System 


Experts 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 


money — just the coupon. On arrival pay price indicated plus COD and 
“The key to shorthand speed is regular dictation prac- handling charges. Or, enclose cash, check or money order now and we will 
a. a soseihennand tage A ye yg ship your records postpaid. Either way — this method MUST do every- 
precise ear manner in which they are dictated thing we say it will or you may return records in 10,days for full refund. 
m ? 4 


b to gre horthand speed 


William Cohen, World s Shorthand Champion 
(280 wpm for 5 minutes) 


Mail the coupon now! 





dictation 
I have ever 

Thomas Cole, Chairman, Committee on Professional Education 
N. Y. State Shorthand Reporters 


system of 


develop- 


NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- 


ing speed is the best seen 


Special Set No. 39 con- 


ferent business letters containing 2,442 tains more than 2000 
‘Your dictation records are made to order for the repetitions of the BRIEF FORMS and repetitions of the 500 
students work more enjoyable. By providing graded 572 repetitions of the PHRASES, die~ | COMMONEST WORDS 
dictation in 1-minute spurts, the results have. been tated in speeds of 60, 70, 80 and 90 dictated into 31 different 


WPM. Each of the four records con- 


letters, also in speeds of 
tains every brief form. 


60, 70, 80 and 90 WPM. 
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Pau! Simone, Author of ‘A Stroke in Time” 
Instructor, Columbia University 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 
DICTATION DISC COMPANY 


170 Broadway, Dept. TS-6 
New York 38, N. Y. 


78 rpm—$5.25 per set 
[] Set No. 61 
60, 70, 80, 90 

3 records—2,500 words 





45 rpm 4-record sets $5.75 ea. 


Please send me the records indicated. 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 


ord(s) in 10 days for full refund. 


(] I enclose full payment now, please 
ship records postpaid. 


NAME 





ADDRESS 





CITY I ae ennai 





ee 





[] Set No. 38 
60, 70, 80, 90 


4 records—brief forms 
& phrases. 31 different 
letters, 3.570 words of 
dictation 


C Set No. 39 
60, 70, 80, 90 


4 records—500 common- 
est words, 3! different 
letters, 3,426 words of 
dictation 


[] Set No. 40 
40, 50, 60 


4 records—32 different 
letters, 2,500 words of 
dictation 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 


[] Set No. 41 
60, 70, 80 


4 records—32 different 
letters, 4,000 words of 
dictation 


[] Set No. 42 
80, 90, 100 


4 records—32 different 
letters, 5,000 words of 
dictation 


[|] Set No. 43 
100, 110, 120 


4 records—3! different 
letters, 6,000 words of 
dictation 


| 


[} Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


[] Set No. 50 
Legal Dictation 


4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 


C) Complete Course 
on 45 rpm $18.75 
Includes Sets 41, 42, 43, 
and 44—16 records, 119 
all different business 
letters 25,000 
words of dictation, 5 
different instructors. 


[] Same as above, 
but including Sets 
No. 38 & 39 $26.75 


| 





[} Set No. 62 
90, 100, 110 
3 records—3,000 words 


[] Complete Course 


on 78 rpm $14.50 
9 records—60 to 150 
wpm 


33% LP $8.75 per set 
[] Set No. 71 
60 to 100 
2 records—7,000 words 
[] Set No. 72 


90 to 130 
2 records—10,000 words 


[] Complete Course 


on LP $16.50 
4 records—60 to 130 
wom 
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COMPUTERS 

may seem slightly overwhelming to 
many of us—their ability to come up 
with the right facts and figures is 
both interesting and fascinating. 
Ellen O'Neill can take it more in 
stride since she works for IBM. Come 
to think of it, she comes up with an 
amazing number of facts and figures 
herself—daily she’s asked for 

all kinds of “Information, Please.” 
THANK YOU 

two little words that can earn any 
number of pleasant things for you. 
Jacquelyn Wentzell tells you how and 


when to use them in your letters. 


CONGRATULATIONS 

are once again in order as the results 
of this year’s OGA contest are 
announced. From all reports this 
was the greatest contest ever—with 
entries on a world-wide basis. To 
those who won—cheers and huzzahs. 
To those who didn’t—maybe next 
year will be your year. 

SENIORITY 

can be a bane or a blessing. depending 
on how it’s handled. Marilyn French 
offers some interesting comments on 


what is often a touchy subject. 


CO}. 
Fashions to suit your summer moods 
Advice on how to have the prettic st 


smile around... 
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the summer 


Flitting coolly 


months—a shirtwaist dress 


F 
in checked tissue gingham. Assets: 


wing collar. cap slee Les, accordion- 


pleated skirt, white loop edging 
on bodice, collar, skirt. White wit 
navy. brown. or black. Sizes: 9-]7 
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Alaska or Bust. That old slogan is back again as a 
new generation hits the asphalt trail for Alaska. 
For the modern pioneers and the merely curious, some 
Statistics. Census reports (1950 version) show some 
12,000 women at work, totalling more than one-fourth 
the entire labor force. Among them are 100 Annie 
Oakleys who hunt and trap animals northern style. 
The non=-hunters are typists, waitresses, teachers, 
salesladies, and workers in the canning industry; 
the biggest employer is the U.S. Government. More 
gals percentagewise hold political office in this 
new State than in the continental 48, and women's 
legal status is good. Interested? For further 
information try "The Legal Status of Women in 
Alaska," a bulletin from the U.S. Department of 
Labor, Washington 25, D.C. 


Executive Mobility is a “cloak and dagger" term for 
"Good=-by, I'm quitting"=--the three words most 
popular with middle and upper management men in their 
forties. From 75,000 to 100,000 annually find them- 
selves uttering this magic formula. Some of the 
reasons are: money, ambitious wife, lack of intel- 
lectual stimulus. So secretaries beware! If your 
boss is forty plus with an urge to wander, you'd 
better keep one eye on him and one on the want ads. 


One Executive obviously on the right track is Mr. Phil 
Glanzer. In the Office Economist of Jan., '59, Mr. 
Glanzer explains "How to Keep Secretaries Happy." 
Among other things he says: (l.) Have your work 
organized when you call for dictation, (2.) Keep 
appointments she makes, (3.) Avoid "quitting-time" 
rush work, (4.) Do a few of the nuisance things 
yourself, (5.) Take the blame for your own mistakes, 
(6.) Never expect too much of your secretary. 

(P.S. No, we can't give you Mr. Glanzer's address.) 





PRACTICE YOUR SHORTHAND. Competition is getting 
heavy. One U.N. report estimates that in 700 years 
if current growth rates continue there will be stand- 
ing room only on all land areas, including deserts 
and ice-covered wastes...THE AVERAGE PERSON spends 
three hours a day before a TV set...AMERICANS num- 
bering 677,774 found their way to Europe last year... 
A 150-POUND WOMAN perched on high heels exerts a 
pressure eight times that in the boiler of a 
mountain=-type locomotive...Word arrives from the 
Indianapolis News that effete and capitalistic 
coffee breaks do not exist in Russia. No Sir! All 


those female secretaries take calesthenic breaks 
instead. 
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from the first touch 
of the keys 





... you'll like 
OLYMPIA’'S 
ease—speed— 


precision ~~‘ 


4, 


f 4 

w 
. . » because Olympia’s 
the world’s finest type- 
writer to do business 
with. Just ask the 
lucky gal who’s using 
one. She’ll tell you it’s 
equipped with every 
worthwhile feature for 
easier, faster, finer 
typing. Have your boss § 
call nearest Olympia 
dealer for a trial 
demonstration! 


WRITES BEST OF ALL , 


BECAUSE IT’S BUILT BEST OF Alt 














Ye 
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Nationwide sales and service — 
through authorized Olympia dealers. 


OCLYMPIA DIVISION 
inter-Continental Trading Corporation 
90 West Street « New York 6, New York 











“I could kiss you’ 


(she said...and she did!) 


What brought on the buss for the boss? NU-KOTE, of 
course! Ever since he introduced his secretary to this 
original plastic base carbon paper, she's been getting 
first-to-last legibility, no-smudge copies, and one- 
weight, one-finish mastery of almost all copy jobs. 
Perfect for all typewriters, too! Boss' bonus: Great 
Savings on Nu-Kote's 3 to 1 durability over ordinary 
carbons. Free sample? Just clip the coupon. 


NU-KOTE 


CARBON PAPER 


Buy where you 
see this sign 





FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 











| 

oF letterhead. 

<=> Dealer Sales Dept. TS-30 

NU KOI a5* Burroughs Corporation, Detroit 32, Michigan 
“| 
eaem Name — 
“> ea” ‘ 

a ® 2 Firm _ ——— ” 
EE = 
— a State 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 
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have our own copier!” 








A Verifax Copier in your department 
ends those 10-minute walks 
for 1-minute copies! 


As a secretary, you don’t have to be told how much 
time you can save by using an ofhce copier instead 
ol retyping. 

But the greatest savings of all come when vou have 
a Verifax Copier only “stepping distance” away from 
your desk. No more 10-minute walks down the hall 
or annoying waits in line for your copies! You'll like 
the speed and convenience of being able to make 
copics of orders, letters, reports fast as needed! And 
so will vour boss! 

Wonder if he realizes that the savings in vour de- 
partment on “travel time’ alone might pay for your 


$99.50 Bantam Copier in a month or two! 


Price 


[erifax Copying 


DOES MORE...COSTS LESS... MISSES NOTHING 
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Verifax Bantam 


Copiers $99 each 





Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











A snap to operate. So compact you'll tind room for one 
anywhere. Makes 5 dry, easy-to-read copies in 1 minute for 
2\%4¢ each. Makes copies on one or both sides of bond-typ« 
paper, card stock, printed office forms. Even makes an offset 
master in 1 minute, with low-cost adapter. Reproduces all 


types of writing, typing, duplicating with complete accuracy. 





Gives you copies that will last as 
long as typed records 

Call your Verifax dealer for 
free demonstration. (See 
“Yellow Pages’ under 
duplicating or photo- 


copying machines 


ML 


ee eeeeeeee es MAIL COUPON TODAY «eee cescccces 
> EASTMAN KODAK COMPANY 

* Business Photo Methods Di n, 343 State St., Rochester 4, N.Y. 

; Gentlemen: Please send free booklet on Verifax Copying 

: and names of nearby dealers 231-6 
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(FUN FOR EVERYONE UNDER THE SUN 
AT BEAUTIFUL 


MYRTLE BEACH 


SOUTH CAROLINA) Riviera of the South 


SURF BATHING - BOATING 


Hub of 
South Carolina’s Grand Strand, 
with 50 DAfiles of Magnificent 
‘Beach on the Blue Atlantic. 


BEACH SPORTS - GOLF AND TENNIS 
STOCK CAR RACES - DANCING 
FINE FISHING FROM PIERS, BOATS, 

BEACH AND LAKES 


%, Excellent Hotels, Motels, 
) Apartments, Inns and 
Dining Places, with 
Accommodations to 
fit your budget 
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FULL COLOR 

les ILLUSTRATED 

Se FOLDER AND 

»- _—— ACCOMMODATIONS 

ww ze 3 DIRECTORY 
‘- . CHAMBER OF COMMERCE - MYRTLE BEACH 56, S. C. 
ALL METAL Special 


to 


Student Graduates 


COPYHOLDER 


THAT CAN'T BREAK 
onty $13D 


The special school rate of $2 will 
apply on your subscription order for 
TODAY'S SECRETARY if placed 
now. This rate saves you $1 on a year’s 
subscription. 

As a beginner in an office you will 
need the guiding light and inspiration 
of TODAY'S SECRETARY as never 


before. The invaluable service of being 










able to submit your questions and 
office problems to the Panel of Experts 
will give you more confidence and 
increase your know-how, which in turn 


Lh rota ° . . 
aha ; will help you to increase your earning 
* Cn power. Fill in the coupon below, attach 


= your remittance, and mail today. 
CoPYHOLDER TODAY'S SECRETARY 

330 West 42nd Street 

New York 36, New York 
Rugged is the word for this easy-to-use copy = 
prop. It can’t break down — no gadgets. [J $2 enclosed for a subscription 
Assures correct sight-level for accurate typ- to TODAY'S SECRETARY 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
ton, sea foam green, steel gray. Available 
at stotionery stores or send us $1.35, we Address... 
poy postage. 


BANKERS BOX CO.), pep. 156 


2607 North 25th Ave. © Franklin Park, Ill. 


oo | 


| New subs ription 
Renewal subscription 

Name... 

i pecoides .... Zone...... State... 


Graduate of 




















Q. I often use the expression I feel badly 
about somethine. Vou ] have been told l 
should he saving l feel bad about some thine. 


Wt hic h is proper? 


A. The general rule that covers the 
choice of an adjective or an adverb fol- 
lowing the verb is: the word should be 
an adjective if it describes the subject 
but an adverb if it modifies the action 
of the verb. 

Such verbs as appear, seem. smell, 
sound, taste, feel, etc.. however. common- 
ly require an adjec tive. Hence /] feel had 
is used to mean one feels sorry. de- 
pressed, or in bad health. 

The use of badly as an adjective is 
considered colloquial. 





Q. Please explain the correct usage of the 


words amount and sum. 


{. The distinction between sum and 
amount may be explained as follows. A 
sum implies the result of a simple addi- 
tion of figures, as “the sum of 8 and 4.7 
Amount implies a result reached by ae- 
cumulation, as “the amount of one’s 
purchases.” 


QV. Should one leat e any space between 
the initials of such abbreviations as P. O. 
(Post Offic e) or R. R. (Railroad) ? 


A. The general rule governing the spac- 
ing of abbreviations made up of separate 
letters is: when the abbreviations consist 
of small letters, omit spaces: for exam- 
ple, f.o.b. When the abbreviation is made 
up of capital letters or of capital and 
small letters, space one after each pe- 
riod: for example, C. O. D., Ph. D. 

It should be noted, however, that in 
the abbreviations of names of many well- 
known organizations and railroads, there 
is a trend toward omitting the spaces be- 
tween the letters of the abbreviations: 
for example, D.L.&W., 1.0.0.F. Also, the 
initials of many Government agencies 
and labor organizations are written close 
with no periods; for example, SEC, 


AFL-CIO. 
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BUSINESS ENGLISH 


2n Hutchinson 


SECRETARIAL PRACTICE 


ny 
BUSINESS LAW 
R. Robert Rosenbe 
| tele). 2.48 2.4), i+) 
Varshall Hann 
TYPEWRITING 
Alan J 
BUSINESS ARITHMETIC 
an WA 


SHORTHAND 





QO. How can I tactfully discourage the 
wa retary next to me from using my type- 
writer? My work requires that I leave my 
desk frequently. and while ’'m gone she for- 
sakes her old machine for my new one. 
When I return she complains she hasn't 
finished her letter. and I have to stand 


around until she does. 


{. No one should use another's type- 
writer without first getting permission. 
Since you have not given this permission, 
you would be justified in always having 
something in your typewriter when you 
leave your desk for any length of time. 
This “something” could be some mate- 
rial that you use just for this purpose 
(which you put in and take out). 

Remember. you are being offended 
against rather than doing the offending. 
Therefore, since she doesn’t seem to 
know business etiquette, just tell her 
you don't care to have her use your 
machine. 


Q. Is the use of regards correct in the fol- 
lowing sentence: Thank you for your letter 


in regards to the above matter. 


{. The following expressions are cor- 
rect: 

in regard to 

with regard to 

as regards 
In regards to, though often heard, is not 


correct, 





Yd. When referring to a “master’s degree.” 
should the word be spelled with a small or 
a capital “m?” 


{. It is a general rule of capitalization 
that, when a word refers to a specific per- 
son, place, or thing, the word is capital- 
ized. When the same word is used in a 
general sense, it is written with a small 
letter. This rule is applied to the style for 
academic degrees. 

The capitalized forms of degrees ap- 
pear chiefly in academic lists, programs, 
and published matter; for example, James 
A. Sloan, Master of Business Education. 

In business letters and in general 
usage, this form would be used: He is 
working for a master’s degree. 
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Simple. Hanging, sliding folders mean less work, 
more speed for every file gal. Finger-tip control of 
all folders increases a gal’s file power, too... makes 
/ any file clerk a top octane performer. And exclusive 
Pendaflex “Keyboard” selection is geared for peak 
efficiency, new office economy. 
Full details optional at no extra cost when you 
send for free File Analysis. Mail coupon today. 
Oxford Filing Supply Co., Inc. 
Garden City, New York 
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OXFORD FILING SUPPLY CO., INC. \ 
14-6 Clinton Road, Garden City, N. Y. 

Please send everything that is free...including 
File Analysis Sheet. 
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NAME 
FIRM 

NAME 
STREET IN FILING 
CITY. ZONE... STATE 














ANNOUNCING THE  Touch- Master IL 


a touch 
Tomiie} ah 
its almost 
electric 





Vary 
VER eAUAe 
+ } 


like wearing 
magic gloves!"’ 


CUlalel(= a, elele 


MASTERS YOUR PAPERWORK 


= ; re 
t. hi : 
. . } 
Re it 
*An Underwood Trademark 


A touch so light, so responsive...“it’s almost electric”...up to 58% less effort than 
any other standard. Only Underwood, for 64 years the world’s best known name 
in typewriters, could create the new Touch-Master Il.* Ask for a demonstration. 


8 rODAY’S SECRETARY 














Pan-American Jet Clipper 
-_ 





MAGNA-PHONE is the new electronic device 
that works almost like mental telepathy. 





The message—no hands needed! Just place 
your receiver in this portable amplifier and 
you're set. Plus volume control and minus 
annoying wires, it has a two-year battery. 
Price, $59.50: from Kay-Townes Manufac- 


turing Co.. Box 593, Rome, Georgia. 





So quickly ...so0 smoothly ... 
in your travel, by modern jet 


MONEY CALCULATOR. Fingertip finance is your metier with thes airliner; in your work, with 


pocket-size answermen. One for Europe, = “a the F ar East and this modern Jet Eraser, Delight 
S » for Cari an area—three handy paper tipsters give 3 % : : 
Asia, one for th sribbe ee , y pal - ; in the JET Age in erasing 
the currency composition and conversion rate of anything from ‘ ‘ 
which comes right to your 






pounds to pesos, in values from $10 to $100. Price: 50 cents each, 


ppd. Harold Reuter & Co., Inc., 562 Fifth Ave., New York 36, N. Y. desk in these modern Weldon 





Roberts Jet Erasers, so wonder- 


A 
vu. 


oe 
NUSA. 


fully new and work-saving, so 


MM 
' 
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unbelievably clean. Ever-so- 
— ieee. “hens ‘ng ' , . 
LETTERS are deceiving. These, looking like handy, businesslike, luxury- 
bronze, are really a weatherproof golden eet 
textured rubber core, in invit- 

plastic: and whatever they say, they spell 


cet Gen: Uhindeteeiee wed denne. Cos ing, clear-plastic holder with 





in deep relief, they will not tarnish or de- 
face costly surfaces. Only 30 cents per char- 
acter. Laramie Chemical Corporation, P.O. 


pocket clip or whisk brush. 
Holder tip unscrews so eraser 


stick can be moved outward. 





Box 266, Ridgeway Station, Stamford, Conn. 





NO. 827 JET. Gray rubber core 


, ' ; for erasing ink and typewriting. 
PLASTISOL. Ever repeat yourself? You can do it 60 times over with 9 ypewriting 


just one sheet of this new product. Typewriter keys hammer it dry, 
but not for long. From the unused areas of this Plastisol sheet, ink 


NO. 838 BALL POINT JET. 


Green rubber core for erasing ball 


floods back to “liquidate” it—and the need for immediate replace- 
ment. Plastisol does not smudge. From Columbia Ribbon and Carbon 


Manufacturing Co., Inc., Glen Cove, N. Y. point ink and India Ink. 


| KERBSS Bol! Point JET enaser 838 








ROTARY CARD INDEX. Memory troubles roll NO. 825 JET. Red rubber core 


away with this useful space-saver. Names, for pencil erasing and cleaning. 


Wit 





VYVTTTT? 
greeters 






addresses, and notations are held on 150 re- 





versible cards measuring 24% by 1'/ inches. 





They are as easily “in” as “out.” Pen holder Ask your stationer for Jet Erasers 
is a bonus. Price, $1.98, ppd., with money- (by number above) for the uses 
back guarantee; from Memo-Speed Prod- you prefer or get all three with o | 
ucts, Inc., 43 West 27 St., New York 1, N. ¥ refill tor each, in attractive, clear- i 





plastic box: The No. 800 Jet Trio. 
Write us if he cannot supply you. 








WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N.J. 
World's Foremost Eraser Specialists 
CHART-TYPER plots from symbols to sim- 
plicity. Double-dealing keyboard has normal 
upper-case marks, but lower case offers 27 
irt symbols in shift position. Made in 
est Germany, it adjusts to any paper, elim- 


Enaneu 


Correct Mistakes in Any Language 












\ 


ites further adjustments with accuracy. 
Distributed by Continental Office Machines, 
Inc., 500 Fifth Ave., New York 36, N. Y. 
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Soap not enough?... Abrasives too Rough? 


CLEAN HANDS 


Vanishes all office stains—gently, safely ! 
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smart-looking sq 


delicate lemon fr 





vt 

Secretaries’ scrubbing sessions—daily drudgery 
eveninthe most modern of offices —are now as obso- 
lete as roll top desks. Clean Hands gets rid of the 
toughest of office stains. Hectograph, mimeograph, 
addressing machine ribbon and carbon and ribbon 
inks and stains disappear with just a gentle applica- 
tion. Cracked cuticles, chemical hands and a host of 
other by-products of harsh solvents and abrasives 
have had it. Save those secretarial hands with Clean 
Hands. See your Columbia representative. 


CLEAN HANDS 
BY 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
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COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE; CALIFORNIA 
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bookshelf 


HOW TO HELP YOUR HUSBAND GET AHEAD 
IN HIS JOB. Mrs. Dale Carnegie. Dept. O-1, 
Pamphlets, 13 E. 53 St.. New York 22, N. Y. 


Two-color. 15 pp. 25 cents. 





Written on the premise that the woman 
who helps her husband most effectively 
does so by using a few simple principles. 
In a nutshell: she should help him set 
goals and pursue them enthusiastically, 
but not to the detriment of his health. 
Vust reading for any wife willing to use 
her head to get him ahead. 


HINTS ON SETTER LETTERS. Y&Y Publish 
ing, 349 W. First St., Dayton 2, Ohio. Two 
color. 50 pp. 10 cents. 


Pocket-size guide containing 48 capsule 
comments to help your letters do a bet 
ter job for you. Among them: “Verbs 
Need Vitamins.” “Get the You Habit.” 
“Review Before Yow re Through.” Good 
medicine for tired corresponde nts and 
even an occasional tonic for those whose 
letters sparkle. Place order on business 
letterhead.) 


WRITE IT RIGHT. Birk & Co., Inc., 22 E. 60 
St.. New York 22. N. + @ Two-color. 15 pp. 


10 cents. 


Does vour handwriting suffer from mis 


placed dots and crossbars. mis-spaced 


letters? All of us learn to write. but not 
all of us write legibly. Here are ti 


and exercises for perfecting slant and 


ps 


proportion, controlling curves. making 
distinct digits. looping and closing let 
ters. Try them. Youwll find yourself 


“writing right” right away. 


FOREIGN CAR SHOPPER GUIDE. Henry Pau! 
man, Field Building, Chicago 3, Tl. 128 pp. 


$1. 


Whether driving to work in your foreign 
car ts fancy or fact. you'll find this guide 
useful. It's fun to know prices. identify 
import autos on sight, talk facts and fig 
ures in sophisticated conversation. Book 
let includes 200 photos. comparisons of 
various models. pronunciations of for 
eign-make names. All there is to knou 


about small cars—and small prices! 


FUN WITH YOUR ‘TYPEWRITER. \adg: 
Roemer. The Falcon’s Wing Press, The Fal 
cons Wing Press Bldg., Indian Hills, Colo 
$1. 


A revelation for those who have been 
pounding the typewriter for years and 
producing only words—you can ust 
typewriter characters to create pu tures 
Book provides instructions. 250 cartoon 
doodles and decorations. Join the secre 

taries who already perk up office bull 

tins and memos with these eye-catching 
illustrations. 
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VIEWS FROM THE FRONT OFFICE ON... 


VACATIONS 


A monthly column featuring top executives’ 


views on various office situations 


RAY JOSEPHS, P 


CATHERINE R 


WHY SO PALE and wan. poor worker? 
Probably because those weeks of fun in 
the sun are still months away. But as va- 
cation time nears, the glow of anticipation 
sets in. And finally. the no-longer-bare- 
foot girl returns with her cheeks of tan 

to start the next fiftv-week vigil. Its a 
vicious evele, but also the dream behind 
the daily grind. 

And a dream that should be a reality. 
Bristol-Myers. 
encouraged to take a winter 
As Cath- 


~Evervone 


our panelists agree. At 


workers are 
is well as a summer vacation. 


erine Ready puts it: needs 


periodic holidays from the = strenuous 
husiness world. They vive one time to 
re-adjust her sights. unwind her tensions. 
and enjoy the world.” 

hats a tall order for a short vacation. 


How 


with time 


short? Usually two weeks to start. 
added for good behavior. Ray 
Josephs. public relations consultant. veri- 
= this: “As our staff is small, we limit 
vacations to two weeks. But. if emplovees 
have been with us a long time and have 
excellent attendance records. we try to 
reward them by adding extra days.” 
Bristol-Myers 


weeks plus” 


also works on a “two 


basis. “For each month of 


perfect attendance for a maximum of 


ten months—our employees are given an 
half-day Miss 


Ready. Thus these secretaries can play 
three weeks if 


extra vacation. — says 


or pay for a full they 
regularly. 
What's the outlook for would-be world 


travelers? 


report 


Around the world in fourteen 


t 


to twenty-eight days! As a rule. com- 


panies are reluctant to extend vacations 
“without pay.” “When special trips in- 
volve considerable expense, we sometimes 
frant extra time without pay.” admits 
Ray Josephs. “But. we certainly do not 
encourage this practice.” 

Catherine Ready’s explanation: “We 
final it isn't good for a girl to be away 
irom her desk more than a month.” 

The “swan song” of 


every about-to- 
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READY, Assistant Director, Educat 


Relations Consultant 


ional Service Department, Bristol-Myers Company 


...the boss I leave 


behind. Where to go is her choice: when 


vacation. secretary 


to go is theirs. As her employer will 
readily point out, while she’s vacation- 
ing. his office is vacated. The secretary is 
one link that is sorely missed. 


Our panelists paint a surprisingly 
bright picture of this potentially dismal 
predicament. “It’s the secretary's obliga- 
tion to consider her boss’ needs when 
planning a holiday.” states Ray Josephs. 
“And most conscientious girls do this.” 
Catherine Ready pins the co-operation 
medal on the boss’ lapel. “Most employ- 
ers go out of their way to make sure the 
secretary can vacation when she wants 
especially if she’s married and has fam- 


adds: “The 


clever secretary will arrange her holiday 


ily obligations.” But she 


so that it doesn’t conflict with the boss’.” 

The business contract may not say it. 
but “for better or for worse” is implied. 

Previews from the front office ... as to 
what will become of these two-. three-. 
and four-week vacations once the four- 
day work week is a reality—hypothetical- 
ly and hopefully speaking. “We'll all be 
on vacation two months a_ year, not 
counting weekends.” Miss Ready reminds 
us. “This 


includes fifty extra days off. 


ten legal and company holidays, and 
ten to fifteen regular vacation days.” 

Ray Josephs emphasizes the fact that 
“these vacation days will be split up so 
that both executives and secretaries will 
have more, but shorter, holidays.” 

Catherine Readys tea leaves reveal 
this picture of the four-day-work-week 
world: “There ll be more house trailers. 
larger adult education classes. an over- 
supply of baby sitters, a higher degree 
than the Ph.D., and more people holding 
second jobs.” 

But the thought voted worth 


Blue Monday will be 


erased from the calendar, and by Tues- 


“most 
entertaining : 
day the pain should be dulled—some- 


what! 








PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the “blues’’. 
Sally now takes Mido! at the y, 
first sign of menstrual distress. 


“WHAY WOMEN WANT TO KNOW" 
e@ 24-page book explaining menstruation 
is yours, FREE. Write Dep't TS-69, Box 280, 


New York 18, N. Y. (Sent in ploin wrapper). 
































Today’s secretary becomes a real “junior executive” 
with Edison Voicewriter dictation. 


“My Voicewriter helped me become a 


Junior Hxecutive!” 


eniuiies with an eye to broadening 
their job responsibilities recognize a 
good friend when they see one. That's 
why they're enthusiastic in their praise 
of Edison Voicewriter dictation. 

When the boss uses a Voicewriter ... 
you're freed from the time-consuming, 
laborious—sometimes nervewracking 
chore of taking shorthand notes and 
then transcribing them. You can devote 
that time and energy to the more 
pleasant, and more profitable, junior 
executive tasks that increase both your 
prestige and your income. 

And think of this advantage. When 
you're in a workload jam . . . it’s easy to 


pass along the Voicewriter Diamond 
Disc to another secretary without the 
problem of her reading someone else's 
shorthand notes. The boss’s voice comes 
through crisp and clear—transcribing is 
quick, easy and accurate! 

Here’s another important thing to 
remember about Voicewriter . . . it’s 
made by Edison. Every Voicewriter user 
enjoys the benefits of Edison’s more 
than 70 years’ experience in the office 
correspondence field. And you can rely 
on today’s ahead-of-the-field Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 


Have we made a new friend? 





Let us prove there’s 
nothing like Voicewriter dictation! 
Ask your boss to let you call the Edison Business 
Consultant in your area for a Voicewriter tryout 
so you can both see real dictating equipment in 
action. For free literature write Dept. SE-06 at 
the address below. 


McGRAWE 


Edison Voicewriter e a product of Thomas A. Edison Industries 4 


Thomas A. Edison Industries, West Orange, N. J. 
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In Canada: 32 Front Street W., Toronto, Ontario 


NU 
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H OW DO YOU build a 
computer?’’ Ellen 
O'Neill doesn’t really know 


how to build a computer. 


sy 
% 


But she did know where to 


vet the answer for the 





io00000000000000 | | 
5 66 6? 68 69 70 71 72:73:14 7S 16:77:18 79:80 6 


eee? | DReee Oe 
222§82282222282 


(33§33333333333§ 


twelve-year-old boy who 
sent this question to the 


International Business Ma 
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chines Corporation. For 
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Ellen is a Gal Friday in the 
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Department of Information 
at IBM’s Data 
Processing Divi- 
sion in White 
BEGEGEECEEECECEGRBPCCCCEPPGCCGECCHC6666G 333 3 Se 


And answering 
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questions is just 
one of her many interesting 


duties. 


By Stanley Englebardt | N 


FOR: 
ATION, 
PLEASE 


“This may sound corny,” 
she says, “but we are in the 
midst of an electronic revo- 
lution. Computers and data 
processing equipment play 
a vital role in our lives right 
now—and theyll play an 
even bigger one in future 
years. That's why my job 
is an exciting one. The De- 
partment of Information is 
really a clearing house for 
news, information. and lit- 


erature concerning data 





processing techniques. And 
I'm right in the middle of 
everything.” 

It's not easy to explain 
exactly what Ellen O'Neill 
does at IBM. Her duties 
can change from week to 
week—or even daily. This 
week, for example, she’s 
busy putting together press 
kits for the introduction of 
a new line of IBM punched 
card equipment. Last week 
it was processing stories on 
the role of the Vanguard 
Computer Center in our 
satellite program. Next 
week it may be a series of 


trade magazine articles on 
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the major rule compuiers are playing in industry. 

“Let's sav Um the girl behind the executives who 
make up the Department of Information. John Dyer. for 
nstance. is one of our Information executives who han- 
dles the trade press program. Writers go out and inter- 
view people in corporations that use various types of 
IBM machines. When the manuscript and pictures come 
into our department. Mr. Dyer goes over them carefully. 
editing and making suggestions. 
“Then I enter the picture. If the manuscript needs 
re-typing. | see to it that it’s done—either assigning a 
virl from the secretarial pool or doing it myself. If a 
memo has to go off to the writer, Mr. Dyer gives me 
the notes and [| write the letter. Of course. the pictures 
must be captioned. releases obtained——and countless 
other details completed before the manuscript can be sent 
to a magazine editor. These are my jobs—and they cer- 
tainly keep me busy.” 

Ellen's background is excellent for her work in the 
Department of Information. At the College of New 
Rochelle. New York. she majored in speech and English 













two subjects well suited to her present work with thineks Dien checks cn the memes 
manus ripts. As far as office skills are concerned. these hooks in the employees library. 
| a . . , Right: The telephone plays a major 
she learned during a summer course at school. But. / 


: : i : wee ole in this secretary's day. 
K:llen insists. real proficiency at typing. filing. and other 
| ' ypin; 


office skills comes only from daily practice. 

At IBM Ellen gets all the practice she needs. Previ- 
ously she had worked in the public relations department 
of a top radio network. But she was interested in a job 
that offered more challenge. The Department of In- 
formation position filled that desire perfectly. 

“When | started working here.” she smiles. “I came in 
each morning with a written plan. But | soon found that 
you cant follow a schedule in an office that handles news. 


[f an editor wants a story in a hurry . . . well, whatever 







['m working on has to wait. It’s the one story that’s \ e ” 
important. Now my plan is to do the most pressing > 
chore first.” ‘i 


Typing can be fun—when you have a brand-new typewriter. 





| 








Ellen goes over the day's newspaper clippings with 


IBM executive, John Dyer 


In a normal day. the job may include answering the 


scores of letters that come in each week, putting together 
press kits for various machine introductions, checking on 
photographs, filing. or general correspondence. There's 
no dearth of projects at the Department of Information. 

“It's a deadline operation.” Ellen comments. “But | 
don’t mind because most of the work is fascinating. 
Those letters | answer, for example, are a real challenge. 
There’s a tremendous interest among students—even of 
grade-school age—about computers and their applica- 
tions. These youngsters put together some pretty tough 
questions—but I try to answer every one. I like to think 


June, 1959 


Girl meets machine. The probable result: the right 


answers to any number of questions. 


that it's just possible that an answer I send 
may encourage a boy or girl to become an 
engineer or scientist.” 

Handling the queries from students is Ellen’s 
private project. And she goes at it with the 
If she can’t 


ferret out the answer from the files of litera- 


zeal of a dedicated private eve. 


ture in the department. she turns to one of 
the many specialists at IBM. 

“You'd be surprised at the varying back- 
grounds of our executives.” says Ellen. “There 
are men here who are familiar with every in- 
dustry. science, and computer application you 
can think of. I can supply information that 
ranges from “how do you write an invoice with 
punched cards’ right through to ‘how is a com- 
puter used in plotting an Intercontinental Bal- 
listics Missile. ” 

The direct result is that Ellen learns a little 
“ bit about a lot of things. Just reading the 

dozens of manuscripts that come into the de- 
partment each week is enough to give her a good idea 
of data processing in industry. 

“Those manuscripts are important,” she explains, 
“because they tell other companies how to apply elec- 
tronic te¢ hniques. The IBM. trade press program is 
actually under the direction of Arnold Lerner. our de- 
partment manager. and John Dyer. But | have a free 
hand in certain phases of the work.” 

Basically, Ellen's job is to screen the stories before 
they come under the pencil of John Dyer. “When | read 
a manuscript.” Ellen says, “I check for continuity, gen- 
eral grammar, and correct product identification. That 
sounds oflicious. | know—but it actually means catching 
split infinitives, making sure the story flows. and putting 
down the right titles for the machines.” 

She goes on to explain that much of this work is han- 
dled while she’s re-typing the manuscript. “I don’t want 
to sound like the ‘Voice of Experience, but Ser retary 
can broaden her field quite a bit by keeping alert when 
she’s doing routine work. Even the best executive can 
let a mistake slip by—and there’s nothing to prevent his 
Gal Friday from double-checking. One reason why this 
job is so interesting is that I’m encouraged to take on 
these extra chores. In a sense, the company is giving 
me all the opportunity in the world to move ahead.” 

An example of how Ellen O'Neill has created confi- 
dence at the Department of Information is her handling 
of news releases concerning executive promotions. 

“Mr. Lerner felt I could go ahead with the releases 


on my own. I consider this quite (Continued on page 47) 
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SENIORITY—BANE OR BLESSING 


rary HAD WORKED on one job for ten years and 

had: an excellent production and accuracy record. 
The fact that she was capable had lulled her into a false 
sense of security, however, and she made no effort to get 
along with her co-workers. Others found it increasingly 
difficult to deal with Clara, and several girls left for this 
reason. 

Then an energetic young woman was hired to work 
with her. The old-timer made Ann’s life so miserable 
that the newcomer decided to take action. She liked the 
job and didn’t want to quit. so she complained to the 
department manager. Bothered by the high rate of turn- 
over, the department head fired Clara. 

This incident illustrates the fact that even an old- 
timer cannot afford to ignore the importance of being 
able to get along with people. A survey made last year 
of 4,000 executives revealed that 95 per cent of the em- 
ployees they dismissed were let go because of their poor 
human relations or poor personalities; only 5 per cent 
were discharged for lack of job skill. 

In my current human relations class at the Central 
Y.M.C.A. of Chicago, a student asked whether the rate of 
dismissal among supervisors and executives for personality 
reasons is as high as for the rank-and-file employees. 
After discussing the idea, the class decided that the rate 
would be much lower in the higher echelons because they 
were convinced few people could advance unless they had 
the ability to get along with others. 

Since secretaries with seniority have a better chance 


of being considered for advancement, it is to their best 
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interest to show that they practice good human relations 
at work. This article covers problems that involve sec- 
retaries who have been on the job for a good number of 


years. 


1. “The head of our stenographic pool will retire in a 
year, and because of my seniority, 1 will be considered 
for the job. How can I ‘cinch’ this post?” 

Succeeding where you are now is the basic step. As 
a company president pointed out, “No one can be pro- 
moted unless he or she is doing the best possible job 
where he or she is now.” 

Fortunately, the secretary is in a good spot to show 
what she can do, because she works closely with manage- 
ment. Besides demonstrating that she is punctual. de- 
pendable, and efficient, the ambitious secretary would do 
well to prove by her actions that she can get along well 
with co-workers, superiors, and subordinates. A company 
cannot afford to promote anyone whom the others dislike 
or refuse to co-operate with. Tact and thoughtfulness 
count heavily for advancement, and these qualities can 
be developed through practice. 

My students advised this secretary to go out of her 
way to be nice to everyone in her office, to be helpful to 
newcomers, to act as liaison between her boss and _ his 
associates, to be courteous to callers, and thus win a repu- 
tation for being poised and self-confident in her dealings 


with other people. 


2. “4d woman who has spent twenty years in our office 
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by MARILYN FRENCH 


once saved the company thousands of dollars by discover- 
ing a big income tax deduction management overlooked. 
fs a result, she comes and goes as she pleases and treats 
the rest of us like dirt. How can we cope with her?” 

Unfortunately, there are some old-timers who coast 
along for years on laurels earned in one flash of genius. 
{ good viewpoint to adopt in dealing with such goldbricks 
occurred to the human relations students. 

One astute secretary advised, “You don’t have to cope 
with her. It’s better to ignore her and save your energy 
for doing your own job well. Eventually, the management 
may change or she may overstep the bounds so flagrantly 
that they will have to dismiss her. In short. give her 
enough rope and she'll hang herself.” 

Another woman advocated “Live and let live.” too, but 
added a constructive thought. “If your company allows 
this woman special privileges because she saved a lot of 
money, that’s encouraging. I'd start looking for ways 
to save time and money and then suggest them to my boss. 
If one woman is considered invaluable for past perform- 
ance, you can go her one better. When your ideas are 
adopted and the company is grateful, you should keep 
thinking creatively about your job and your operations. 
You could double your worth by not taking advantage of 


the company’s appreciation.” 


‘An old-timer in our office has so much secretarial 
work that her boss appointed me to assist her, but she 
vont let me dv anything except routine tasks. She doesn’t 


plain anything and gives me all the ‘dirty work.” 
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This situation is frustrating, not only to the assistant, 
but also to the management. If the secretary’s boss felt 
she needed help, she is thwarting his efforts to relieve the 
burden when she does not utilize the assistant. 

\ secretary in class confided that she had faced the 
same problem several years ago. “The executive secretary 
wouldn't let go of the reins. She was jealous of her value 
to her boss and the power it gave her. She didn’t want 
him to feel that anyone else could do her work. She had 
too much to do, and I didn’t have enough to keep busy; 
but she enjoyed this self-inflicted martyrdom. 

“Finally, | had a chance to talk to her about our set-up. 
I said I knew she was invaluable to her boss and that he 
recognized her worth or he wouldn't have given her an 
assistant. I pointed out that he probably had more im- 
portant projects he wanted to assign to her, but he couldn't 
do it unless she trained me to do more of her work. 

“| also suggested that he might think we had both 
let him down if I didn’t learn enough to take over most 
of the work when she went on vacation or was ill. 

“1 told her my only ambition was to be th« best assist- 
ant secretary in the company and that she and I| could be 
an unbeatable team. If we proved that women could work 
well together. I added, there would be more chance for 
advancement to higher posts. 

“She looked at me thoughtfully for a long moment. 
Evidently, she was convinced that I wanted to help and 
had no designs on her job. She said, “That makes sense. 
If you do the routine jobs well, I'll teach you the rest 
of the work, too.’ 

“Our relationship became that of a teacher and pupil. 
I always asked exactly how she wanted everything done 
and followed instructions to the letter. She was given 
a supervisory post this year, and | moved up to her old 
job. The boss was pleased that she had learned to dele- 
gate work and had trained me to replace her. He still 


tells everyone that we were the best team he ever saw.” 


1. “We had an argument in our office about whether any- 
one, even a secretary with twenty-five years’ seniority, is 
indispensable. Is there such a thing as the indispensable 
secretary?” 

This hot potato evoked a good deal of thought in the 
class, although the discussion was extremely one-sided. 
Realistically, the secretaries agreed that no one is in- 
dispensable. “You can be invaluable to your boss and 
difficult to replace.” one girl pointed out, “but no secre- 
tary is indispensable.” 

“That's good.” chimed in a secretary who works for a 
large manufacturing firm. “If you were actually indis- 
pensable, you'd never be able to take a vacation or stay 
home due to illness. And if your boss were completely 
dependent on you, he would never agree to a promotion 
for you.” 

The long-time secretary who gives others the impression 
that the office cannot function efficiently without her runs 
the risk of losing her job as well as alienating people. 
Such a delusion invites disaster. As Cameron McPher- 
son, letter-writing authority, wrote, “People who think 


they are indispensable are soon dispensed with.” 
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BW Which 


S$ 1LO0.000 


rather business selling 


would 


you own a 


worth of merchandise a vear or one doing a 
volume of $1.000.0007 Most people would sav: “That's 
a silly question. Of course Ud rather own the million dollat 
enterprise.” But the answer is not so obvious as it may 
seem. The experienced business executive would want to 
see the financial statements of the two organizations before 


he came to a decision. He would analyze the profit and 


he PROFIT and 


LOSS STATEMENT 


BY GILBERT KAHN, JR. 





loss statement shown in the illustration somewhat like this: 
“The net profit is only $10.300—less than one per cent 
finds that 


profit for 447 department stores across the country is 1.8 


of sales. Dun and Bradstreet the average net 


per cent of net sales. On that basis. this store should have 
a net proht of about $22.500. What's shrinking the gains? 
“There seems to be too much money tied up in inven- 
tories. Dun and Bradstreet’s average for department stores 
is a net sales figure of 5.7 times the 


inventory. The net sales here are only 





The Modern Department Store 


Income from Sales 


Sales of Merchandise $1,360,000 
Less: Returns and Allowances 130,000 
Net Sales seabaphaiasa 
Cost of Merchandise Sold 
Merchandise Inventory, January 1, 1958 480,000 
Plus: Purchases 1,020,000 
Cost of Goods Available for Sale 1,500,000 
Less: Merchandise Inventory, Dec. 31, 1958 500,000 
Cost of Merchandise Sold NOT 
Gross Profit on Sales 
Operating Expenses 
Advertising 5,000 
Bad Debts Expense 50,000 
Delivery Expense 6,000 
Depreciation 15,000 
Miscellaneous Expense 28,000 
Office Expense 2;000 
Property Taxes 15,000 
Salaries 85,000 
Supplies 8,000 
Telephone 6,000 


Total Operating Expenses 
Net Operating Profit 
Other Income 


Purchases Discount 


Other Expenses 


Interest Expense 
Net Profit 





Profit and Loss Statement for the Year Ended December 31. 1958 














about 2.5 times the inventories at the 
beginning and end of the vear. That 
merchandise is sitting in the ware- 
house too long. What's the reason 
Peseont excessive buying. stocking the wrong 
of Sales kind of merchandise for the type 
of customer, poor salesmanship. not 
enough advertising? Something cer- 
$1,230,000 100.00 tainly should be done about this mer- 
chandise inventory situation, whatever 
the cause. 
“Only $5.000 spent on advertising 
for the year? That's not even $500 a 
month! That wouldn't buy adequate 
1,000,000 81.30 newspaper space, much less direct 
SOLO 16.70 mail or other types of advertising. 
“Either they dont have a credit 
and collection department, or it’s dead 
from the neck up. A loss of $50,000 
on bad debts seems disproportionate. 
More careful screening of applicants 
for charge accounts and an active col- 
lection program for those accounts 
that become delinquent would cer- 
tainly build up the net profits. 
220,000 17.88 “Do they use their own trucks for 
~~ 10,000 delivery service? If they do. then the 
cost of maintaining that service is 
actually greater than the $6.000 listed 
—s0 for Delivery Expense. The decrease 
in the value of the trucks. which 
would be included in Depreciation, 
—* and the truck drivers’ wages included 
aie = in Salaries must be considered. Hir- 
ing a parcel (Continued on page 4° 
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T AKING INVENTORY is essential to the successful 

operation of any business. Just as essential is the em- 
ployee placement test, in itself a form of inventory. Its 
purpose is to select workers who have the necessary tem- 
perament, training, and experience for a particular kind 
of work. In order to help you do your very best in a 
typing plac ement test. here are ten w ays to prepare for it. 

1. BECOME ACQUAINTED with the tests given by 
various concerns. ( Note the table listing four major types 
of placement tests.) 

2. REALIZE that typing tests are samples of the kind 
of work executed in a particular job. They all contain a 
section on general information, including such items as 
spelling, capitalization, punctuation, and other clerical 
questions. Rarely does a high school applicant need to 
review or be wary about the general information portion 
of the test. 

3. BE READY for a timed writing of straight-copy 
work for five or ten minutes. For ease 


in scoring, most tests require the ap- 


TIPS 
ON TESTS 


BY JOAN SIVINSKI, {ssistant Editor 


Gregg Typeuriting Publications 





plicant to copy the material line for 
line. Paper. specifically marked for 


this section of the test, is generally Fest 


provided. l. Federal Civil Service 


You can usually qualify for a jun- 


ior typist job if you can type 40 net 


_ 


words a minute. The minimum score a 
lor a senior typist is approximately a0 
net words a minute. Scores in accu- 
racy vary from 85 to 95 per cent. In 
general, timed writings are scored ac- 
cording to the International Contest 
Rules or according to gross words pel 
minute and gross errors. 1. 
Company tests stress accuracy. You Tests 
will get a far better rating if you 
type 40 words a minute with one er- 
ror than if you type 50 words with 


) errors. (Continued on page 42 


State Civil Service 


3. Employment Agencies 


Individual Company 


Place of 


Type of Job Test Remarks 


Clerk Typist | Classroom In most cases, teacher 
Clerk Typist Il 


is allowed to adminis- 
ter the exams. 


All state typ- Classroom When given in classroom, 
ing jobs or civil teacher is usually allowed 
service to give the test. 
office 
Required of Employ- Applicants must use 
applicants who ment the typewriters 
desire notices agency furnished by the 
of job openings. office agency. 
Required of all Company Physical examinations and 
prospective em- personnel business placement tests 
ployees and for office go hand-in-hand in 


those seeking large companies. 
promotions such 
as Junior Typist 


to Senior Typist. 
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THE ART OF 
SAYING 
"THAN K 
YOU! 


® \lost of us discover early in life that a good 

ay to get more of anything is to say Thank 

ou when we do get something. Those who are 
different rarely reap rich rewards. 

In a letter, your Thank you—or lack thereof 

is most conspicuous. And saying thanks is 

ne of the easiest and most pleasant parts of 

etter writing. Only three things must be kept 

mind. First. vou must ——— to do it. 

~ d 


vou must sav it sincere Third, you 


ust know a variety of wavs to sav it. 

The first point may seem too obvious to dwell 
n. And it is—as far as the obvious occasions 
re concerned. But what about the not-so-ob- 
ious ones? The favor graciously done? The 
-ervice bevond the call of duty? The recommen- 
lation of you or your company by a friend? 
The filling of a request? The always prompt 

iment of bills? The interview or advice that 
rit I po d =O mue h? 

There are endless opportunities to stimulate 
vood will for yourself and your company. All 
you need do is keep alert to possibilities. 

Sincerity demands simplicity. Saying thanks 
-incerely calls for skill. Its an art that must be 
leveloped. Overdo and you'll sound phony. 
Cnderdo and you'll seem indifferent. You've 
heard the saying “Let the punishment fit the 
rime. Well. in saving thanks. let the expres- 
-ion fit the occasion. This brings us to the third 
rovdrit Variety. 

\ariety is important for two reasons. First. 

o find an expression that fits the occasion, you 
just have at your command many ways of 
-aving Thank you. Second. it's monotonous for 
wth vou and your readers when you say the 
-ame thing in the same way all the time. 

Now. there's not a thing wrong with a simple 
Thank vou for... On many occasions it does 
the job in just the right way. Continue to use 

generously. but dont make it your stock 
hrase. Your real concern is to recognize the 

casions that call for a more generous meas 

e of appreciation and the occasions when a 


rect Thank you would be entirely out ol 


) nple of the need for more generous 
thant hen someone has done a service be- 
yond th of duty. On the other hand, it 
would be . to begin a reply to an ill-man- 
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BY JACQUELYN WENTZELL 





+ 


nered complaint with Thank you for your letter. 

Here are some variations on familiar themes 
to start you off. Keep them. Consult them. 
Tailor them to fit your needs. Add your own 
variations to the list. They ll help you save time 
and write better letters. The standard Thank 


you fors are here, followed by other possibili- 


ties. You ll notice that many say Thank you in 
a concrete way by including why the apprecia- 


tion is being expressed. 


Thank vou for your comments and suggestions. 

e Your comments were indeed interesting. 

and | know your suggestions will be of real 
help to us. 

e It was generous of you to take the time to 
send us your helpful comments and sug- 
gestions. 

e We certainly appreciate the thoroughness 
with which you read our proposal, as evi- 
denced by your helpful comments and sug- 


gestions. 


Thank you for your service. 

e Your company is to be congratulated on 
having so understanding, patient, and 
friendly a person as you to help us with 
our problems. 

e | had no idea that a large organization 
such as yours would evidence such a per 
sonal interest and sincere desire to be of 
help. 

e Your company has displayed a_ helpful. 
personal interest in transactions with me 
over the years, which deserves my liveliest 
appreciation. 

e All my dealings with your company have 
been most satisfactory, and | am_ very 


grateful. 


Thank you for sending the booklet | requested. 
e We appreciate your promptness in sending 
the booklet we requested, It is well written 
and answers all of our questions. 
e Your booklet on (subject) is one of the 
most interesting treatments of the subject 
I have read. It will be a valuable addition 
to our library. 
e Your attractive, easy-to-read booklet has 


been a real help to me in planning my 


current program, and I'll appreciate its 
help in future years as well. | hope my 
comments on your booklet have helped ex- 
press my sincere thanks to you for send- 


ing it. 


Thank you for your help and co-operation. 

e You and others of your organization have 
been most helpful and co-operative in 
every way. 

¢ Your help. so graciously given, has been 
invaluable to me. 

e It was good of you to take time to show 
Tom Smith around when he was in San 
Francisco. 

e¢ | sincerely appreciate your help and co- 


operation in clearing up this problem. 


Thank you for your payment. 

e Your promptness in paying for this order 
is greatly appree iated. 

e | want to take this opportunity to thank 
you not only for your most recent payment, 
but also for your many years of unfalter 
ing promptness in taking care of your ac- 
count with us. 

e It was indeed thoughtful of you to send 
your check airmail so we could close our 
books promptly at the year end. 

elm sure that your customers appreciate 
your efhiciency on their behalf as much as 
suppliers like us appreciate your prompt 


payment for each shipment you receive. 


Thank you for vour letter. 

¢ Your prompt reply to our inquiry is sin- 
cerely appreciated. 
It was thoughtful of you to let us know 
that you will be at the meeting. 
e *Your recent letter about (subject) has 
been read here with real interest and con- 
cern, 

We appreciate the opportunity your letter 


gives us to discuss (subject) with you. 


especially useful when a direct Thank you is 
not in order: for example, when the letter is 
a complaint or concerns a matter on which 


you must disagree with the writer. 


(Continued on page 49) 
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@ It’s 4 WOMAN’S prerogative to change her mind—about 
her job. And she does. But not so often as ridiculers of 
female stability would have one believe. To them, the 
working gal is one with her fingers on the keyboard, her 
eyes on the want ads, and her heart in neither. 

Statistics tell another story. More than half of the 
readers polled have been punching the same time card for 
the past five years. If this isn’t sufficient testimony to 
feminine endurance . . . an additional 30 per cent changed 
jobs only once during this same period. The remaining 
20 per cent averaged a new position every 17 months. 

Both those who stay and those who stray have their 
reasons. Let’s see if they're reasonable. 

“Enjoying the work” and “earning a good salary” are 
the chief reasons for staying on a job. (Surprisingly, 20 
per cent more readers place pleasure from their work 
above the pay check.) Panelists in some Southern states 
complain of “no other employment available.” and a 
handful admit they “lack the initiative to change jobs” or 
“feel obligated to the company.” Not all of the explana- 
tions are as orthodox. One reader claims that “my work 
is so complicated and I have so many details in my head 
that I couldn't leave with a clear conscience.” 

If you're wondering about the wanderers .. . a lack of 
advancement, unsatisfactory salary. and unpleasant office 
conditions are the big three behind “giving notice.” The 
employer who prides himself on the chill in his office—air 
conditioning withstanding—will be disappointed to learn 
that the “boss barrier” forces a mere 9 per cent to 
leave. Both commuting difficulties and a dislike of the 
work drive away more employees than he does. Not too 
many readers will sympathize with the panelist who com- 
plains of “too many men in the office,” but “there are too 
many relatives working here” is an understandable story. 
And a blue ribbon to the honest reader who admits, “I 
was fired.” 

How to give notice without the boss’ taking offense? 
There doesn’t seem to be any one happy solution. Giving 
two weeks’ warning helps, as more than half of the 
panclists who did will attest. In fact, 13 per cent of these 
contributors sounded the alert four weeks prior to 
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WE POLL 
THE PANEL 
On... 


‘ Changing 
Jobs 


departing—just enough time to train the new. girl. 

Preferable to the above is actually discussing your 
intention of changing jobs with the boss. This gives him 
an opportunity to rectify the reasons for your move—even 
if he doesn’t take advantage of it. Three-quarters of the 
on-the-go gals did just that before they went, although 
only 32 per cent of the bosses made an effort to keep 
them on the job. Among those that did: “I advised my 
boss of my decision six months before | actually left,” 
says Mrs. Mary M. May. “During that time I had two 
promotions and a $35 a month salary increase.” Some did 
not: “After working seven days a week for two months, I 
gave four weeks’ notice. What was my boss’ reaction? 
He hired more help. which only meant I had company on 
Saturdays and Sundays.” 

Such experiences to the contrary, the majority of em- 
plovees left under pleasant circumstances—8% per cent of 
them. These panelists agree that their bosses were under- 
standing and happy that they had found better positions. 
However, few can say, as does one panelist: “We both 
cried.” 

The others feel their departures were less than cheery. 
“I was told that I should be satisfied to have a steady 
position and that at my age (40) it would be difficult to 
find other employment.” And another: “All they said was 
‘no one is indispensable.’ ” 

Do those that change jobs find it a case of “the grass 
is greener —until you're sitting in an office on the other 
side of the fence? Apparently not. Seventy-eight per cent 
of those who have taken new jobs say they found what 
they were looking for. This consists primarily of a feeling 
of responsibility and accomplishment—with just compen- 
sation. As Jean McCanney puts it: “I now work longer, 
have less vacation, and drive 30 miles a day. But, I realize 
I’m an important part of this organization and am con- 
tributing toward its growth.” The 22 per cent who still 
aren’t satisfied bewail a lack of such things. 

Everything has a time, a place—and a pace. The career 
girl simply tries more places in a shorter time. It’s this 
activity that keeps both herself and the law of supply and 
demand balanced. 
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good 


looks 
‘section 


Two by McKettrick — for a cool @ollected look. On the left: a shirtdress with winged collar, ribbon Belt, full skirt. Aqua, pink, sand — dacron/ 
cotton. On the right: slim perfection in acetate/rayon boucle. Aqua/gold, orange/pink, Sizes: 10-20, 12'/2-222. Prices: $14.95. 








The many moods of Summer 


OY, 





Tailored. sporty. dressy. casual .. . all having one thing in com- 
mon—a look that’s both pretty and cool. 
A. Airy lightness for that little dress for big occasions. Imported 
cotton voile by Young Viewpoint. White geometric patterns on 
emerald. black. gray. Custom sizes: 122-222. About 825. 
B. Travel-bound or summering in town—then try a silk and cotton 
costume in shadow sheer check. Predominantly brown or gray. De- 
signed by Young Viewpoint in sizes 122-222. About $45. 
C. A pretty pair that are meant to go together. Schiffli-embroidered 
Howers are scattered on the blouse. pick up the deeper colors of the 
full skirt. Self-cummerbund on skirt for waistline trimness. Both by 
SportMates in Cohama’s dacron and cotton blend. Colors: pink. aqua, 
mint. Sizes: 8-18. Blouse about 89. Skirt about $11. 


D. Match blouse to skirt . . . presto. a well-co-ordinated look. Here a mosaic paisley print is fashioned into a slim. fully-lined 
skirt with a kick pleat for walking ease. Trim blouson top has attached contour belt. By SportMates in Cohama’s easy-care 
dacron and cotton blend. Sizes: 8-18. Rose. turquoise, green. About $17. 


E. For that day you want to look your prettiest 


a two-toned Schiffli-embroidered pima batiste. Beautifully feminine. yet so 


»ractical, too. Fabric is crease-resistant. washable. Brief sleeves, full. full skirt. cool neckline. Pink. blue. maize. By McKettrick 
| 


in sizes 10-20. $17.95. 


F. Teammates—a blouse and skirt in stripes and solids. Blouse is a soft. newly opaque dacron, tailored to perfection with 
convertible collar, easy roll-up sleeves. matching buttons. Patch- pocket skirt. cut with a generous lap-over. adjusts to your waist 
size. Fabric is dacron and cotton poplin, crease-resistant, easy to wash. Both in gold only. Blouse, sizes 8-18, about $6. Skirt, in 


S. M, L, about 89. Both by SportMates. 
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BY 
MARION 
RUDOY 


.* ISE YOUR EYES and delve back into your day- 

4 dreams for a moment. There! That's yvou—the fe- 
male Walter Mitty 
poised in the doorway of a crowded room. You wait. 


Conversation drifts through the wisps of smoke and slow- 


slender and incredibly beautiful. 


ly dies away. You open your mouth to purr a greeting 
and. Mitty-like. come back to reality. 

Why? Your teeth. Madame. Your teeth. 

Brilliant you may be. the possessor of an infectious 
smile; yet if your teeth are protruding. black. or badly 
positioned, of what use is it? People may stare in fasci- 
nation, but the reason will be neither your diplomacy nor 
vour dimples—-only your dental condition. A sobering 
reflection. 

Modern dentistry has the answer. for it concerns itself 
with esthetics as much as with health. Ugly teeth can be 
easily corrected through orthodontia. that specialized field 
of dentistry devoted to the prevention and treatment of 
abnormally positioned teeth and jaws. This field is not 
limited to children; adults too may benefit from it in 
health and appearance. 

We checked with Dr. Milton Silver of New York and 
discovered some interesting facts. If your teeth do not 
meet properly. an extra burden is placed on the supporting 
structure, the soft tissue and bone. Eventually these break 
down and can cause loss of teeth. Difficulties with speech 
are often the result. Irregular teeth prevent proper appli- 
cation of the tooth brush and encourage decay. Protrud- 
ing or widely spaced teeth can lead to a serious digestive 
or chewing impairment. And. of course, these conditions 
are all excellent—if embarrassing—ego-deflaters. 

Dr. Silver pointed out that correction of these and other 


problems need not mean lengthy treatment. nor a grow- 
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ing network of wires and bands. Since total orthodonti 
treatment is not recommended for adults. corrections will 


be partial and can be finished within months. 


ASSUMING THAT you are blessed with beautiful. healthy 
teeth. what can you do to keep them that way? Brush 
properly. watch your diet. and visit your dentist at least 
twice a year for a check-up. Neglected cavities lead to 
bigger. but never better. problems—problems that are 
often time consuming and expensive. 

Cavities are the most widespread disease of mankind. 
(This is the unshakeable opinion of every shaking waiting- 
room occupant.) They occur. for the most part. when the 
enamel shell of a tooth is broken by the acids from the 
food we eat. And. as you might have guessed. the most 
harmful foods would be a gourmet’s delight. 

Carbohydrates. a valuable source of energy. are the 
main culprits. Carbonated drinks. cookies. cakes. breads. 
. and trouble. Unless 
vou clean your mouth and teeth after “cleaning up” the 


candies, and syrups are tempting . . 


edibles. you are inviting cavities. Acid-producing bacteria 
in your mouth will break up the carbohydrate particles 
to liberate acids. These. in turn. attack the tooth enamel 
and de-calcified areas result. leading to decay . and to 
disappointment. 

\s the advertisement says. you can seldom brush your 
teeth after every meal. You can however, rinse your 
mouth with water to remove the food scraps. This is 
helpful when joined with regular, systematic brushing. 

To be honest. what you decide to brush with 
soap or product X 


whether 
is your own affair. Contrary to ru- 
mor, no pastes or powders have magic ingredients to 


combat tooth decay and gum diseases. They merely com- 
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bine a slight abrasive with some particular flavor that 
gives a pleasant. fresh feeling to the inside of your mouth. 
Plain water would do the job just as well. The type of 
brush you use and the routine you follow are the really 
important factors in preserving your teeth. 

Qne American myth. with no basis in fact. savs brush 
before breakfast. If gargling cold water wakes you up 
painlessly. fine. Go right ahead. Otherwise. forget the 
whole thing. Its the after breakfast—-or any meal—exer- 
cises that count. The point here is to remove all traces of 
vour bout with the bacon and eggs. 

For a complete prophylaxis (dental cleansing) see 
vour dentist twice a vear. He will brush areas vou cannot 
reach and remove deposits that may be present on your 
teeth. 

For your part in all this. choose a Hat-topped brush with 
two or three rows of bristles. Medium or hard. natural 
or nylon bristles are the best. Replace your brush every 
few weeks so that it will always give you the maximum 
in firm action. 

There is. of course. an art to brushing as to all of life. 
In fact. brushing—done properly——has often been con 
sidered an art in itself. The proper manner? Face re- 
flected in a mirror, feet apart, and weapon gripped in 
one hand, try this: 


1. Place the brush with edge of bristles at upper gum 
line at a twenty-five degree angele away from the teeth. 
2. Exert slight pressure at the gum line so as to produce 
blanching or whitening of the gums. 
). Release pressure on gums. twist handle of brush in 
downward rotary motion, and sweep across surfaces of 
teeth. 
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1. Start at last tooth on one side and work across to last 
tooth on opposite side. 

5. Use the edge of the bristles to clean the biting sur 
face. 

6. The lower teeth are brushed exactly the same way 
except that the brushing is done in upward strokes. 

7. The tongue side of the teeth is done like the outer 
surfaces except in the upper and lower front areas. Here 
the arches are too narrow for the width of the brush so 
the front edge is used instead of the broad surface. 

Each of these movements should be repeated twice. In 
this way. no area is missed and guessing is eliminated. 


You know vour teeth are fresh and clean. 


ORAL CLEANLINESS, however. is no insurance against hali- 
tosis. Mouth odors also stem from chronic gum diseases. 
coated tongues, retention of food particles to the teeth 
surfaces. and a number of internal conditions. Should 
halitosis continue after your dental problems are treated. 
check with your physician. 

There is a rub to all this. For some reason the very 
word dentist makes brave men cower and strong women 
weep. A universal cowardice comes over the population 
twice a year, at check-up time. The blame falls on drilling. 
The excuse is. “It hurts.” The true reason is, doubtless. 
more sinister, for pain is no longer an acceptable alibi. 
\ high speed drill reduces vibration to an almost unno- 
ticeable minimum, and the use of a local anesthetic is the 
basis for the new. painless dentistry. 

Your teeth are doubly precious, for they serve your 
well-being and enhance your personality. You can’t really 
dream yourself into an attractive smile. but you can have 


it-—if vou preserve that “gleam of health.” 
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GRAND PRIZE 


Driscoll College 
Quebec, P. Q., Canada 
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THE RESULTS OF THE 46th ANNUAL 





{ 
GRAND PRIZE 
P. Vichitr Sukthavorn 
By FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 
»p ee eee ; , ‘ 
BRA\ ()! This years Annual OG A Contest proved to be one 
of the most interesting and exciting in our history, and we want 
to congratulate the thousands of shorthand writers who helped 
to make the event so successful by their participation. 
“There are so many winners and so little space,’ pleaded 
the editor. So we will simply say all of the winners did a wonder- 
fil job! We are proud Of yoru. 
FIRST PLACE 
Public High School 
Division 
Marysville High School 
Marysville, Kansas 
‘ 





FIRST PLACE / Parochial School Division / aitoona Catholic High School, Altoona, Pennsylvania 
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Stenographic Division 


Student Division 





Rosie Belle Packard Charoon Thepchatree Earl M. Armstead 


1ST PLACE 2ND PLACE 3RD PLACE 
Irene E. Muise 


1ST PLACE 





Teacher Division 





Phyllis Borre 
2ND PLACE TIE 
{ Sister Marie-de-Lourdes Jeannette Whitmore Huguette Bedard 
1ST PLACE 2ND PLACE 3RD PLACE 





FIRST PLACE / Professional Secretarial Division 


Interstate Life & Accident Insurance Company, Chattanooga Tennessee 





Jeannie Smith 
2ND PLACE TIE 


x Betty Hamokawa 
3RD PLACE 





FIRST PLACE 
“> Collegiate Division 
Oregon State College 








‘ Corvallis, Oregon 
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SCHOOL DIVISION WINNERS 


GRAND PRIZE 


Silver Loving Cup to the School and a $100 U. S. 
Savings Bond to the Teachers 
Driscoll College, Quebec, P.Q., Canada; Dr. Alma Driscoll, Huguette 
Bedard, Marilyn Driscoll, Shirley Lennon, and Georgette Beaupre, 
teachers 


DIVISIONAL PRIZES 


Top Places 


First-Prize Trophy Cup to the School, and a $25 U.S. Savings Bond 
to the Teacher or Group of Teachers 

Pustic Hicu Scnoor Division: High School, Marysville, Kansas; Irene 
Creager, teacher 

PARocuiaAL Scnoon Division: Catholic High School, Altoona, Pennsylvania 
Sisters M. Lois and M. Germaine, teachers 

CoutieGciate Division: Oregon State College, Corvallis, Oregon; Dr. Lloyd 
Larse, Hilda Jones, Louise J]. Orner, and Edward A. Perkins, Jr., teachers 

INTERNATIONAL Division: Saint Anne Academy, Montreal 10, Quebec, 
Canada; Sisters Mary Monique du Rosaire, Mary Madeleine du Calvaire, 
Gerard Marie, Mary Rose Paulina, Mary Laure Therese, and Mary 
Therese de la Providence, teachers 

PROFESSIONAL SECRETARY Drvisi1on: Interstate Life & Accident Insurance 
Company, Chattanooga, Tennessee; Mrs. Edna Springfield, Supervisor 


Second-Prize Wail Plaque to the School, and an OGA Charm Bracelet 
or Esterbrook Fountain Pen Desk Set to the Teacher or Teachers 
Pustic Hicn Scuoor Division: Tolman Senior High School, Pawtucket, 
Rhode Island; Margaret M. Farrell, teacher 
PAROCHIAL ScHuoor Division: St. Alphonsus Commercial High School, 
Chicago, Illinois; Sr. Mary Cunigundis, teacher 
CoLtieciAte Division: Hilo Commercial College, Hilo, Hawaii; Mrs. 
Dorothy Jaeger, teacher 


INTERNATIONAL Division: St. Thomas Aquinas College, Ottawa, Ontario, 
Canada; Sr. M. Jean Robert, teacher 


Third-Prize Wall Plaque to the School, and an OGA Charm Bracelet 
or Esterbrook Fountain Pen Desk Set to the Teacher or Teachers 

Pusuic Hicu Scuoor Division: Wallace Rider Farrington High School, 
Honolulu, Hawaii; Florence Yamada, Ruth Adaniya, Mrs. Edith Uyeda, 
and Setsu Sakata, teachers 

ParnocuiaL Scnoor Division: St. Joseph’s School, Box 1972, Cristobal, 
Canal Zone; Sr. M. Lionel, teacher 

CoLLEGIATE Division: North Carolina College, Durham, North Carolina; 
John V. Turner, teacher 

INTERNATIONAL Diviston: Assumption Commercial College, Bangkok, 


Thailand; Brother Rogatien, P. Vichitr Sukthavorn, and S.M. Moothu 
Yasin, teachers 


PRIZE-SCHOOL BANNERS 


Next Five Places 
Banner to the School, and an OGA Charm Bracelet or 
Esterbrook Fountain Pen Desk Set to the Teacher or Teachers 


Pusxtic Hicu Scuoor Drviston: Roosevelt High School, Honolulu, Hawaii; 
Kathryn. Donovan, teacher 
High School, Shinnston, West Virginia; Mrs. Velma Love, teacher 
M. S. Hershey Senior High School, Hershey, Pennsylvania; Joseph E. 
Sopko, teacher 
High School, Easton, Pennsylvania; M. Kathryn Newman, Chairman, 
Edith A. Albright, Jessie I. Frankenfield, and Mary Schroeder, teachers 


Penn Hills High School, Verona, Pennsylvania; Mrs. Jan Kocur and 
Mrs. Helen M. Saunders, teachers 


PanocuiAL ScHoo. Division: Notre Dame High School, Southbridge, Mas- 
sachusetts; Sr. Marie-de-Lourdes, teacher 
Notre Dame High School, Central Falls, Rhode Island; Sisters Marie 
Therese des Lys, Julia Marie, and Marie Paul Edward, teachers 
Good Counsel High School, Chicago, Illinois; Sr. Mary Doloretta, teacher 
Academy Maria Assumpta, Petersham, Massachusetts; Sisters Sainte- 
Veronique and Bernadette-Marie, teachers 


Assumption High School, Davenport, Iowa; Sr. Mary St. Monica, 
teacher 


CoLLeGiATe Division: East Carolina College, Greenville, North Carolina; 
Audrey V. Dempsey, Lena C. Ellis, and James L. White, teachers 
State Teachers College, Bloomsburg, Pennsylvania; Walter S. Rygicel, 
teacher 
Lamar State College of Technology, Beaumont, Texas; Mrs. Jeannette 
W. Vaughn, teacher 


naw wd Business College, Manchester, New Hampshire; Mildred Goff, 
teacher 


Orange Coast College, Costa Mesa, California; Alice E. Kasparian, 
teacher 


INTERNATIONAL Diviston: St. Mary’s Academy, Colon, Republic of Pan- 
ama; Sr. M. Stanislaus, teacher 


Pensionnat Notre-Dame de lAssomption, Nicolet, Quebec, Canada; 
Sr. Eustelle-de-l Eucharistic, teacher 


St. Anthony’s School, Teluk Anson, Perak, Malaya; Rev. Brother 
Benignus, teacher 


International Institute of Gregg Shorthand; Osaka, Japan; J. A. Aze- 
gami, teacher 


Roval Comin cial Scho ' 


Georgetown, British Guiana; E. Muriel 
Jones, teacher 
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INDIVIDUAL WINNERS 


GRAND PRIZE 


Silver Loving Cup 
P. Vichitr Sukthavorn, Assumption Commercial College, Bangkok, Thailand 


STUDENT DIVISION 
Top Places 


First Prace—Silver Loving Cup—Irene E. Muise, St. Jean Baptiste High 
School, Lynn, Massachusetts 

SECOND PLace Tre—Second-Place Wall Plaque—Phyllis Borre, Mallinckrodt 
High School, Wilmette, Illinois 
Jeannie Smith, Shinnston High School, Shinnston, West Virginia 

Trump PLrace—Third-Place Wall Plaque—Betty Hamakawa, Hilo Com- 
mercial College, Hilo, Hawaii 


Next Ten Places 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Kathleen Schumph, St. Angela Academy, Montreal, Quebec, Canada 

Shirley Crum, Central High School, Low Moor, Virginia 

Sidney Blackwood, St. Joseph’s School, Box 245, Colon, Panama 

Lee Ann Stohs, High School, Marysville, Kansas 

Harold V. Johnson, St. Mary’s High School, Christiansted, St. Croix, Virgin 
Islands 

Elaine Bertrand, Saint Anne Academy, Montreal, Quebec, Canada 

Volanda Crome, High School, Marysville, Kansas 

Lise Ratte, Pensionnat Notre-Dame de l’Assomption, Nicolet, Quebec, 
Canada 

Marilyn Hermesch, High School, Marysville, Kansas 

Margaret Shannon, Township High School, Streator, Illinois 


TEACHER DIVISION 
Top Places 


First Prace—Silver Loving Cup—Sr. Marie-de-Lourdes, Notre Dame High 
School, Southbridge, Massachusetts 

Seconpn PLace—Second-Place Wall Plaque—Jeannette Whitmore, North- 
western High School, West Salem, Ohio 

Turep PLace—Third-Place Wall Plaque—Huguette Bedard, Driscoll College, 
Quebec, P.Q., Canada 


Next Ten Places 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Donald A. Kessler, Joint High School, Lewisburg, Pennsylvania 

Dr. Audrey V. Dempsey, East Carolina College, Greenville, North Carolina 
Marilyn Driscoll, Driscoll College, Quebec, P.Q., Canada 

Alice E. Kasparian, Orange Coast College, Costa Mesa, California 
Donald Hugo Peterson, Pinkerton Academy, Derry, New Hampshire 

J. A. Azegami, International Institute of Gregg Shorthand, Osaka, Japan 
Mrs. Helen B. Davis, DuPont High School, Belle, West Virginia 

Beatrice Witham, State Teachers College, Salem, Massachusetts 

Edna Smith, Capuchino High School, San Bruno, California 

Mrs. Elizabeth Griswold, Jefferson Township High School, Dayton, Ohio 


STENOGRAPHER DIVISION| 
Top Places 


Fmstr Prace—Silver Loving Cup—Rosie Belle Packard, c/o Dubord & 
Dubord, 44 Elm Street, Waterville, Maine 

Seconp PLace—Second-Place Wall Plaque—Charoon Thepchatree, Golden 
Sound Radio, Ltd. Partnership, Bangkok, Thailand 

Tuirp PLace—Third-Place Wall Plaque—Earl M. Armstead, U.S. Civil 
Service Commission, Washington, D. C. 


Next Ten Places 
OGA Charm Bracelet or Miniature De Luxe Shorthand Dictionary 


Dorothy Louise Walker, c/o I. William Ashman, Associates, 5 Guilford 
Avenue, Baltimore, Maryland 
a, Runion, Armed Forces Experimental Training Activity, Williamsburg, 
irginia 
Carmen D. Camacho, Caribbean Army & Air Force Exchange Service, 
Panama, Fort Clayton, Canal Zone 
Miss Dnagrek Parichattrakun, Ngitoon Ltd. Partnership, 78 Prangnara Rd., 
Bangkok, Thailand 
Miss Dang Pannarong, Lekley & Company, 142 Prangpoothorn Road, 
Bangkok, Thailand 
— — Sri Bhan Ltd. Partnership, Ban Ta-now Road, Bangkok, 
1ailanc 
Betty Sue Rexrode, Clifton Forge-Waynesboro Telephone Company, Clifton 
Forge-Waynesboro, Virginia 
Mrs. Dorothy Drummond, Glasco, Kansas 
Evelyn Laurette Smith, 1412 Poinsettia Avenue, Manhattan Beach, Cali- 
fornia 
Pamela Hodder, Kelly’s Directories, Ltd., 186 Strand, London, WC2, 
England 


SECOND PLACE / Public High School Division 
Tolman Senior High School, Pawtucket, Rhode Island 
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SECOND PLACE § Parochial School Division 


SECOND PLACE § Collegiate Division 


SECOND PLACE 


International Division 


St. Alphonsus Commercial High School, Chicago, IIlinois 


Hilo Commercial College, Hilo, Hawaii 


St. Thomas Aquinas College, Ottawa, Ontario, Canada 


RUNNERS-UP-ALL SCHOOL DIVISIONS 











Banner to the School (listed geographically) and a gold and enamel! OGA pin to the Teacher or Teachers 


Joint Union High 
School, Galt, Cali- 
fornia; Mrs. Audrey 
QO. Reed, teacher 

Union High School, 
Manteca, California; 


Marion Lothrop, de Marie, teacher 
teacher St. Mary’s Academy, 
El Dorado Union High Windsor, Ontario, 
School, Placerville, Canada; Sr. Eulalie 
California; Elsie M. of Rome, teacher 


Kain, teacher 
Capuchino 


Smith, teacher 


Franklin Senior High St. 
School, Stockton, 
California; Mrs. 

Ruth Davis, teacher 


Stockton College 


tended Day. Stock- 


June, 1959 


High 
Sc hool, San Bruno, 
California; Edna 


Our Lady of the 


cred Heart Convent, 
Ottawa, Ontario, 
Canada; Sr. Gerard 


Holy Cross Business 
Montreal, 
Quebec, Canada; 
Sr. Mary Leo of the 


College, 


S.H., teacher 


Montreal, 


ton, California; Mrs. 
Ruth Davis, teacher 


Angela Academy, 
Quebec, 
Canada; Sr. Mary 
Ernestine, teacher 

Ex- St. Anne Academy, 
Rawdon, Quebec, 


Canada; Sisters Pa- 
tricia Maric and 
Mary Bernard of 
Sienna, teachers 

Saint Catherine Acad- 
emy, Belize, Brit- 
ish Honduras, Cen- 
tral America; Sis- 
ters Mary Bernard 
and Mary Michele, 
teachers 

Providence English 
College, Taichung, 
Taiwan (Formosa) 
Republic of China; 
Sr. Mary Liguori, 
teacher 

American Dominican 
Academy, Vedado, 
Habana, Cuba; Sr. 
Mary Magdalen, 
teacher 


High School, Clay- 


mont, Delaware; 
Ella Mae Gibb, 
te acher 


St. I rancis Conve nt 
School, Honolulu, 
Hawaii; Sr. M. Mar- 
tina, teacher 

Technical School, Ka- 
hului, Maui, Hawaii; 
Mrs. Jessie Mura- 
maru, teacher 

Lourdes High School, 
Chicago, Illinois; 
Sr. Mary Luella, 
teacher 

East Leyden High 
School, Franklin 
Park, Illinois; Bev- 
erly J Hackett, 
teacher 

Township High School, 


Streator, Illinois; 
Clare M. Louis, 
teacher 

High School, Bloom- 
field, Iowa; Vera 
Ritzinger, teacher 

Sacred Heart Academy, 
Wichita, Kansas; 
Sisters M. Amanda 
and M. Borromeo, 
teachers 

High School, Bangor, 
Maine; Mrs. Doro- 
thy E. Lord, teacher 

St. Joseph Academy, 
Roxbury, Massachu- 
setts; Sisters Cath- 
erine Bernadette and 
Teresa Margaret, 
teachers 

Academie Saint-Jo- 
seph, Salem, Massa- 


chusetts; Sisters 
Marie-de-la Re- 
demption and Lu 
cille-Marie, teachers 

St. Mary Cathedral 
High School. Lan 
sing, Michigan; Sis 
ter Alice Jerome, 
teacher 

Holy Trinity High 
School, New Ulm 
Minnesota; Sister 
Mary Dionysia 
teacher 

High School, Willmar 
Minnesota; Edith M 
Johnson, teacher 

Senior High School, 
Concord, New 
Hampshire; Mrs 
Flora K. Campbell 
and Mrs. Velma R 
Rich, teachers 

Presentation of Mary 
Academy, Hudson 
New Hampshire; 
Sister Francois dé 
Laval, teacher 

Sacred Heart High 
School, Laconia 
New Hampshire; 
Sister Lucille du 
Sacre-Coeur, teacher 

St. George High School, 
Manchester, New 
Hampshire; Sister 
M. of St. Joseph 
Armand, teacher 

High School, Somers 
worth, New Hamp- 
shire; Martha A 
Lefebvre and Palma 
Descheneaux, teach 
ers 

High School, Summit 
Ne Ww Je rsey; Ire ut 
Hitz, teacher 

Immaculata Academy, 
Hamburg, New 
York: Sister M. Pru 
dence, teacher 

Louisburg College, 
Louisburg, North 
Carolina; Adelaide 
Johnson, teacher 

Garfield Heights High 
School, Cleveland, 
Ohio; Anne L. Ne- 
ville, teacher 

High School, Abington, 
Pennsylvania; Elsic 
Myers, teacher 

Cocalico Union High 
School, Denver, 
Pennsylvania; Wal- 
ter R. Siegfried, 
teacher 

Central Catholic High 
School, Reading, 
Pennsylvania; Sisters 
Marianette and M 
Carletis, teachers 

University of San Car- 
los, Cebu City, 
Philippines; Perfecta 
Guangco, teacher 

Sacred Heart High 
School, Pawtucket, 
Rhode Island; Sisters 
{nna James and 
Mary Jean, teachers 

Washington Senior 
High School, Sioux 
Falls, South Dakota; 
Fidelis Walter, 
teacher 

Dunsmore Business 
College, Stauntqn, 
Virginia; Mrs. Mar- 
garet L. Halterman, 
teacher 

Elizabeth Brant School 
of Business, Staun- 
ton, Virginia; Mrs 
Elizabeth Brant, 
teacher 

St. Mary’s High School, 
St. Croix, Virgin 
Islands; Sister Mary 
Hendrika, teacher 

High School, Quincy, 
Washington; Mrs 
Virginia Lombard, 
teacher 

Holy Angels High 
School, Seattle, 
Washington, Sister 
Maria Goretti, 
teacher 

Holy Names Academy, 
Seattle, Washington; 
Sister M. Helene 
Rose, teacher 

Regis High School, 
Eau Claire, Wiscon- 
sin; Sister M. Denis, 
teacher 

Cont i on nert page 
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Wallace Rider Farrington High School, Honolulu, Hawaii 


THIRD PLACE / Public High School Division 


Honorable Mention—School Division 


Alabama 
John Carroll High Seho« 
Birmingham s M 
Mildred, teacher 





Arizona 
Pueblo High School, Tuc 
son Mrs. Beatrice K 
Tracy, Chairmat Vv 
Diana Hammit and M 
Erangeline Valde 
teachers 


California 
Notre Dame High Scho 
San Jose, Sr. M 
inald, teacher 
Canada 
Our Lady of le 


ommer il Sel 


Alberta S 
<u ea 
i le Not 
Com’! Det 
New Br 
N St h 





Ny sey ! 

acher 

gels Academy 
Jerome rerre 
Quebec ; Ss 
inne Lau 

College lu Sacre-¢ 
Sherbrooke Ss Jeanne 


dynes, teacher 


Connecticut 


Regional School +7, Win- 
sted Mrs. Evelyn J 
B 


dyer, teacher 


Delaware 


William Penn High Scho« 
New Castle; Virgini 
Dean Ryan, teacher 


Illinois 


St. Gregory High Scho 
Chicago; Sr. M. Antonis, 
teacher 

Twp. High School, Otta 
wa Georgi Poaecell 


teacher 
Mallinckrodt High School 
Sr. MW. Ci 
lotte, teacher 





Indiana 


Senior High School, Cor 
nersville Emily Heil 
man, teacher 

Central High Schoot;ort 
Wayne; Georgia Heal, 
teacher 


lowa 
Orange Twp. Consolidated 
School, Waterloo: Helen 
L. Grinnell, teacher 


seeeeeeeeeees» HOnOrable Mention—School Division.............. 


Alaska 


High School, Cordova 
Winifred ( Auaiser, 
teacher 


High School, Mt. Edgc 
cumbe; Byrdie McNeill, 
teacher 


Alabama 


Sacred Heart Academy, 
Cullman Sr Mary 
Lourdes, teacher 


Arizona 


High School, Parker; 
inne Witzleben, teacher 


California 


Burroughs High School, 
China Lake; Mrs. Doris 
Pierson, teacher 

High School, Fontana 
Patricia Zollinger and 
intoinette M. MecDon 
ald, teachers 

City College, Fresno 
Wilma B. Weston, 
teacher 

High School, Kelseyville 
Mrs. Leona Cruick 
shank, teacher 

eCity College, Long Beacl 
Irma Himmelbauer, 
teacher 


GOLD SEAL CERTIFICATES 


Maine 


Hig Seho« Norway 
( nee M. S , 
acher 

High S Ss Agatl 
Ss ( MV 
eae 


Maryland 
Cortez W. Peters Busines 

ol, Baltimore: Ere 
lun D. Wilkey, teacher 
titute of Notr 


Sche 


Ir Dar 
Ba t Sisters M 
Eileen and M I 

St. K i e 1 il 
Schoo Ba S 
Mary Felicitas, teache 

rrar Hig! School 


Reisterstowr Mrs. El 
eanor B. Mille teacher 


Massachusetts 








dD nican Aca I 
Rive Sr. Je DA 
a t 
J s Mary A y, Fa 
Rive MV St. 1 
Precious B i H 
S ‘ H S 
M Pe “f Liliane 
M e and M. H 
Jes eachers 
Saint Jear eH 
Scho Ly Sr. M 
inne D t eache 
Saint Anne Ac 
Marlbor Ss M 
inne Liliane, teacher 
St. Josey s High § 
Pittsfield S Mary 
Pa ¢ teache 
State Teache ( 
Sale Be “ 
Bart Hig Schoc 
We ter MV n Cur 
H Sel W 
Gertrud VM B 


Michigan 
Visitation H 


; ‘ S M 
MV r 

( Hi s DD 
t Mire ii 
7 a ‘ 
nd Mrs. Lou Ml 

s Hed H : 
Detro Sis M 
Daniel and M. J l 
teachers 

s t Mar \ 
Monr S M. A 
te er 


Minnesota 
Our Lady of Peace H 


School, St Paul S 
Mary Jean Joseph, 


Missouri 
High School, Cameron; 


Mrs Marian Mitchell, 


teacher 
Junior College Joplin 
Vera Steinin teacher 
Montana 
Central Cathol Hich 
School, Billings S 


inn Jeannette, teacher 


New Jersey 





St. Joseph High School, 
Camden Ss Mery P 
Immaculate Conceptior 
High School Sr 
Mary Hedwig, teacher 
Rumson-Fair Haven Reg 


onal High School, Rur 
Mrs. Madeline B 


Higt School Sussex 
M Kat! , Post 
teacher 





Eva 8. Archunde, teacher 

St Mary High School 

Albuquerque Ny M 
11 ' ‘ 








fine. ta rT 
Loretto Aca \ Sar 
Fe: Sr. Charles 7 
teache 
s Catherine Ind 
School, Santa Fe; 8 
V Benedict / 
teacher 
New York 
Bishop Colton High Sct 
Buffalo: Sisters M 
Eyn Zand Mary Su 
l » teachers 
Cheektowaga Central H 
School bey 


Bultfal 
Rita McBride, tea 


° cher 
mmacuiate Heart of Mary 





Academy, ButTak Nis 
ters Mary Lil M 
Li 1 Maw P 
Centra ( Wate 
v Cathe ( 


Manion, teacher 


North Dakota 
St. Mary’s Central Higt 
ol Bis r Ss 


M. Corda. te 


Ohio 
High Scho 
Clara Mekln il 
Beverly Bane, teache 
t Mary High School 
Cincinnati; Sr. Mirian 
and Gl tc We 
Bishop Watterson High 
School, Columbus; Sr 
M. Gratia, teacher 
Notre Dame High School, 
imiltor S kl 
teacher 
Lemon- Monros High 
School Monroe ; Mrs 
Thelma Bowyer, teacher 


Ss 


RED SEAL CERTIFICATES 


Bi p O’Dow H 
Schoc Oakland N 
I neit t t 
Chat High Schoc oO 
i D M. Fre 





ensen, and Mrs. Gladys 
Corcoran, teachers 

Redondo Union High 
School, Redondo Bea 
Mrs. Frances 


teacher 


Canada 
St. Joseph's School, Let 
bridge Alberta Moth 
er Mary J¢ 


an, te her 

St Michaels Acad 
Chathar N. 8 u 
Raumond J Pyne 
teacher 

Notre Dame High School, 
Kingston, Ontario Sy 


St. Bernadette, teacher 
Collegiate Institute, Yor 

ton, Sas Mrs. Eve 

lyn Karolat, teacher 


Colorado 


High School, Adams City; 
Mrs. Alice McCutcheon, 


teacher 
St Mary's High School, 
Colorado Springs “7 


Marie Noel, teacher 


Connecticut 
Holy Family Acadet 
Balti Sr. M. Imm 
ula, teacher 
Notre Dame Catholic Hig 
School, Bridgeport; S 
Mary Cletus, teacher 
St. Cyril Commercial Higt 
School, Bridgeport Ss 
M. De Lourdes. teacher 
Memorial High School 
Granby; Mrs Elaine 


s/ teacher 

Saint Joseph High School, 
North Grosvenordale 
Ny Mary Joseph Al 
bert, teacher 

Catholic Academy, Put 
nam; Sy jiose Felix, 


High School, Simsbury; 
Mrs idu K. Curtiss, 
teacher 


Cuba 
Colegio ‘“‘La Immacula 
da Habana Sor de 
fugio Irigoyen, teacher 
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Oregon 
Harbor Hig 


School, Brookings: Mrs 


Hilda Cooper, teacher 
Senior High School, Oregor 


Ville s 


Ss / Montf 
teacher 
Ba Eagle-Nittany Hi 
s Mill Hall; Mrs 
Je Pr. ¢ e, teacher 
Cardinal Dougherty Hig 
School Philadelphia 
Sisters Catherine Anita 
M m Lowol Ma 
Lawrence kupl syne 
andl hl th inn 
Na \ emy, Phila 
N Vv. Pl 
E abe Seton Hig} 
Schoc Pittsburg) S 
Edith M 
Sacred Heart H 
I’ r 
iam Ell i 
Willian ‘ hers 
Cath Hi Schoc 
s ! S Mm. XN 
fal u« 


Citys Vis tlice Shan 


Pennsylvania 
Cyril Academy, Dat 
sters M. Lill 


n and M. Beatrice 


College, Eric 





Judg M rial ¢ ! 
High S Salt Lak 
City S Josephir 
M , 

Virginia 

Colle t W ‘ 

M Willia 


Washington 


Ss ol, Kennewick 


The West Indies 
Queen's ¢ ege, St. Mi 


Ea 


SI 





Ra 1ilos Mari 
Garhutt, tear I 
Wisconsin 

oli ll hs wi, Be 

t: Sv. M. Petronilla 


District 
of Columbia 


ster High School 
Washington; Mrs. I 
} i r. teacher 
ing High School 
Washir Mrs. Cal 


lie S. Daniel, teacher 


Florida 


Stanton Senior Hig 


School, Ja sonville 
Mrs lima ¢ Daniels 


cher 


Georgia 


igh School, Griftin; M 


ly, teacher 
State College 
sta Elmina M 


Anecly, teacher 


Idaho 


High School, Blackfoot 
Helen Kotter, teacher 


Angel Guardian High 
School, Chicago; Sr. M 


Bryant-Stratton College, 


Illinois 


Matthew teacher 


hicago Mrs Laur 


H ‘ 
S WV i 
H s I 
I R 
" Il 
WV 
\ I 
( x \ ‘ 
He Db 
1) 
I S M 
M ef 





Maryland 
Eastern High School, Bal 


Kemi ‘ 

Ss Mar Ss f Sea 
Schoc Balt \ 
WU. Nt. ¢ ‘ 

Ss M 1 I i 

« Ba Sy 
i WV 

Il ( s r 
H Sel h 
( U I 

H Ss G ! 
uM Wi ( , 

M ‘ I Hi 
s He Samuel 
1) ee 2 te 


\ R 1 il 
s \ I 
MW. Fol ‘ 
Hi Ss ‘ ( 
Mildred E£ Gannon 
I M ( I) e H 
Ss ‘ ka K 
Aath i ii 
M Hig Ss l 
v0 Mu R h 
s ( t Hig s 
l Ss M.D 
His School Ss ‘ 
Wh. Hau ache 
W Hi S 
S bridge Ss ell 
hp 4 
Hig Scho Ss ! 
in Maury Regish 
H Set W 
1 ln ( Huyle, 


Michiga 


St. J High School, 
City S John 
u €, tea I 

I Acace Le 

S } y \ 

N estern High $ 
Detro M L r 
( se ache 

St Cyril Hig S 
y s Mu ku 

\ t Higt Ss 
Db ‘ S cl 
( le ‘ 

li Name H Ss 
hscana S Leah 
U ¢, teache 

I cit Hig Ss 4 
Mt. i'l it Db / 
M t er 

Ss. I al Da H 
s a F S 
M y Theod er 


Pr Sch Clar 
Marian Gree er 
High Sehoc He 
Mrs. J nk 
4 ie f Ou La ‘ 
Good Couns M ‘ 
s Mary Llis ‘ 
ache 
( lia ¢ ege, Moc 
il 1. OF Al 


teacher 
Te ( High § l 
St. Cloud; I Seipp 
H h Se l Vabasha ; 
Bill 


THIRD PLACE / Collegiate Division 


Mississippi 
High Se} Qu 7 
et A. Hu 


Missouri 


g- 


Southwe B ( 
Boliva al B 
Tuppe ‘ , 

High 8 D> I 
MU / ii 

R I Ss I 
w | Vv Z M 

iH Sel M 
Mrs. Rutho er 

Hace Te High 
Ne l, St. I Mrs 
Var 7 i eu 

Ha ‘ i Ss 
Ss I Db 1 

ell, r 


Nebraska 


Hig Sc B | 
M S liv } 
bile t 

Senior Hi Scho ( 
lumbu l il 
te t 

N High 8S Ge 
neva VU i l 
Rh fds, 

Nebraska W i 
v - 3 n M 
Joan Ce s 

High Sc N 


New Hampshire 
Pinkerton Academy, De 


Village Dour 1 Hu 


New Jersey 


Catholic High sS« 
Camder s M 
Gi vy, t 

( H Sche 
Glou t Ss M 
ime 

St \ é \ é y 
Newurk M G 
n A ache 

St. Mary Hig S 
Perth A Ss M 


New Mexico 


Gadsden High Sctx An- 
thony; Ayres Jan L. 


Shore, teacher 


New York 


St. Mary's Busine School, 
Bultal s M.l 
fa and M. Celest 

High S It i. 2 
hurt ‘ MU v Hu 

High Scho Niag a 
Falls Db hy i i 
eacher 

s Dom High 
School, Oy I s 
M. Stan a 

Arlington Higt Sche 
Poug e¢ e ul 
Edn G M ’ 

St Josepl ce ercial 
Sct RK t Sis 
tera J MU i 
Mar Ju é ers 

Central S« Ss t 
Glens I M 1 
bel W. Vaughr t 

Sacre He Aca . 
Syracuse S V 7] 
fephan t 


Coun 1 ¢ e ge 
W e Plais Mu 
J phine P. I 


‘ “Yonkers: Sr. Mary 
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Assumption Commercial College, Bangkok, Thailand 
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JUNE COMPETENT TY PUST TES T 
To compute speed. note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five errors 
disqualifies a Competent Typist Test for an award 
This copy should be double spaced.) Words Words 
As common as the Sunday driver or 7 rapher snaps the picture. At last the 332 
apple pie is the amateur photographer. 15 wife escapes from his camera and re- 339 
On his day off from work, he can be 22 turns to the comfort and quiet of the 347 
seen packing his camera in his very 29 home. 348 
nice leather equipment bag. Into this 37 But the photographer is undaunted. 355 
bag will also go an array of flash bulbs 45 If his wife will not pose for him, per- 363 
and filters of many sizes and hues, _ 52 haps his neighbor will. He decides that 371 
along with special lenses to be used for 61 this is a good idea. He willtake pictures 380 
any given distance or lighting condi- 68 of the children next door. If the neigh- 388 
tion. And he would not go on atrip = 75 bor is unfortunate enough not to see _ 395 
without extra film, just in case. 82 the photographer invading his front 402 
The photographer checks his equip- 89 yard, he must surrender his children 410 
ment bag again to see if he has packed 97 and his day off to this man. 416 
all that he will need. Satisfied that he 105 Of course the children are reluctant 423 
has his camera loaded and focused and _ 113 to leave their play and cause quite a 431 
that he has not forgotten that most im- 120 scene. The photographer is disturbed at 439 
portant thing, the light meter, he is set 129 having to focus his camera and calm 446 
to show off his talents as an amateur 136 upset children all at once. He cannot 4% 
photographer who he feels could be a_ 144 understand why they do not want to 461 
professional with no effort at all. 151 have their pictures taken. He decides 469 
With the heavy bag strapped to his 158 that perhaps scenery would be simpler 476 
shoulder and an adjustable tripod in 165 to photograph, so he packs his things. 484 
one hand, he is ready to snap some in- 173 At last our photographer has found 491 
teresting pictures. The photographer 180 a spot where he can take all the pic- 499 
decides that he will take pictures of his 19 tures he wants and not be disturbed by 506 
family to show to his friends at the 196 unwilling wives and children. He places 515 
office. And thus begins a nerve-racking 204 the camera on the tripod and proceeds 522 
day for the family. 209 to clip on his cloud filter and then the _ 530 
The first victim is his wife, who is 216 wide angle lens. He studies the light 538 
quite occupied with cleaning the house. 224 meter carefully and goesthrough math- 545 
She is whisked away from her duties 231 ematical equations to make sure of his 553 
and commanded to pose in the front 238 findings. With a quick twist he sets the 562 
yard. She is given a series of excited 246 shutter opening and lens speed and ad- 569 
instructions—hold it, turn to the left, 255 justs the distance on the camera. He is 577 
hold your chin a little higher. First the 263 ready to take the picture. 583 
photographer poses her one way and 270 The photographer looks through the 590 
then decides that she should stand in- 277 finder and sighs as he surveys the beau- _ 598 
stead of sit. His poor wife, who is a_ 285 tiful valley that will soon be his on film. 607 
patient person, sits and raises her hand 293 However, before he snaps the picture, 614 
and then moves her left foot to satisfy 301 he steps back once more to be sure that 622 
this madman. Fifteen minutes of ad- 308 this angle is the one that is best forthe 631 
justing the shutter and adding one filter — 317 picture he wants to take. 636 
after another go by before the photog- 324 a ee ee ee ee 
Written especially for Gregg Awards candidates by Gail Paisley 
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TRANSCRIBING SPEED PRACTICE 
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s eas the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
typing 0 print and 


ind. Compute your rate on this word-counted materia n the same way you do when typing the C.7 
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Mr. Philip Roberts, Editor; THE SMALL BUSI- 
NESS JOURNAL; 43-14 West Ninth Street; Balti- 
more, Maryland. Dear Phil: Just yesterday I received 
a copy of the May issue of THE SMALL BUSINESS 
JOURNAL and was quite impressed. It looks like a 
fine magazine for the small businessman, and I 
wouldn’t want to miss an issue. Therefore, I am en- 
closing my check for $6 for a one-year subscription. 
In case the June issue has been mailed already, would 
you send me a copy anyway. There is a series that be- 
gan in May, and I'd like to have the complete article 
for my files. 

Do you think you could use the attached filler in 
some future issue? I know that when dummying a 
magazine there is sometimes a hole on a page in which 
it is nice to insert something “short and sweet.” With 
that in mind I forward this item to you. 

Again, thanks for sending me a copy of your fine 
magazine, and by all means see that I get my future 
issues! Cordially yours, Franklin M. Smith. Enclosure 














LL 
He handled too many brand 9 $a-hte—sterer 


He never added his to the 
invoice cost when pricing mew foods. 

He talked chp prices instead of talking 
ever quli y. 


Curler thet 
He made his ettenvs feel, he was doing them 
a favor by selling them their geod. 
_ 
He bought goods of anybody ani every body 
Bhat had anything to offer himat oper 


je .was, inclined to argue with his customers 
who, compla : 





@ (ie Gover tread a trade paper, 


He was too it with his credit customers. 
He dada it hia atre cQonaw, 


He a to undercut his pricecutting competi- 
tion down the . 


- see a 


He never believed in. trade association, 
pirate annosatsolg, 


He never tried to make a friend of his neigh- 
bor merchant. 


He knew ovidtiitc and yet was mee 
He @weys 7 everybody and everything. 














JUNIOR 
OAT 


(Order of Artistic Ty pists) 


Center this letter attractively on 
a full sheet of plain white paper 
or letterhead. Retype it as often 
as vou wish, but be sure to 
submit only vour best specimen 
for an award. 


Candidates should strive for: 

good placement, accuracy—no strike- 
overs or typographic errors—neatness 
(type ciear and clean), proper 
indentation, and correct spelling and 
punctuation. Leave a blank 

line between paragraphs, even in 
single-spaced material. 





ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for cach certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award, * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names. designating the award 
desired by cach candidate. * Test ap- 
lications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.” * June copy 
is good as membership tests for OAT, 
CT (page 36), and OGA awards until 


September 25, 1959. 











SENIOR 
OAT 


Arrange this copy so that it will 

be displayed attractively and 
effectively. Be sure to make all the 
corrections indicated on the page. Use 
a full sheet of plain paper for 

the Senior Test. 


The test may be retyped as 
often as you think necessary to produce 
your best work. 


TODAY’S SECRETARY 


TRANSCRIPTION PROJECT GLOSSARY AND VOCABULARY BUILDER 


Here's your last chance for this year to score the 
perfect catch. It consists of ten errors, some very, very 


common ones. Letter 2? Read it ( no errors, we hope) a unfortunate 
and let us have our score! PY 


TTA SYA IMTAART TryTM 


WITH PAY--page 28 


es Manhattan 
Dear Mr. Brown: _ 


ya oe. temporary 
Summer time always seems to bring ( 


with it the problem of insects. That is c inexpensive 
why we want you to try our new bug kil- 


] 
y 2 ied residence 

ling spray--Bug Bomb. = 

rl - _—_ vicinity 

This spray was tested in our labera- sr — 
tories over a period of three years and noont ime 

; th newec Nn c mhin ; : 
contain the newest and best combination oe luxurious 
of bug-destroying chemicals. And it is ~~ J 

- , - A 

so easy too use. Just press a lever wit! a landmarks 
one finger, and the spray is off to war-- P compensated 
against those troublesome insects, which 4 
usually invade your house and garden in a elegance 
+h a . 
the summer. Jeg photographic 

Why not take the enclosed coupon to - exhibits 

7 


your local hardware or grocery store an 
pick up a complementary can of Bug Bomb. VED restaurants 
We are sure you will be pleased with the r a 

_ results from our new spray and will rec- 

commend it to your nieghbors. 


deterrent® 


leisurely 


i 
a, 


— 
Cordially yours, poring 
+++ “2.1 concerts 
Dear Reader: Qo’ quaint 
For the past ten months we have pub- it rumored 


lished this series of Transcription Proj- 
ects to test your prowess as an error- 
finder. We hope you have found this 
project helpful each month. If perchance 
you thought some of the letters "ridicu- 
lous," as one of our readers did, suffice 
it to say that every day we receive "live 
specimens" in the mail requesting informa- 


legitimate 


. 


extol 


~ 


sojourns 


( 
N 


wonderland 


enchanted 





NBN 


tion or material. tourist 
We are now in the process of plan- festival 
a ning features for next year's issues of 
TODAY'S SECRETARY and wonder how you have 
liked this project. We have received a ' RESIDENCE (meaning): an abode (watch out 
few letters to date but would like to for the homonym RESIDENTS which means 
hear from more of you. those who dwell in a place) 


Won't you drop us a line and let us ——n " ? ' 
ee weer feakinne Genet this been. Gent NOONT (spelling): nighttime, daytime, 











any comments you may have to: Project Cinnertime, peacetime 
Editor, TODAY'S SECRETARY, 330 West 42 —— - ; 
Stvesk. See tae KY, DETERRENT (meaning): that which hinders 
or prevents from action by fear of con- 

Our best wishes for a wonderful sequences or by difficulty, risk, etc. 

summer! 
4 - ; ; 
PORING (meaning): reading with profound 
1 ours : is 
Sincerely y : attention (don't confuse with POURING 
[See take 47 for answers We totter 23 which means falling or flowing in 


quantities) 


: June, 1959 
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Money 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Ten of the Manual. 


This material is counted in groups of twenty “standard” words each, so that 


40 


r reading speed. 
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you can estimate you 





and Forget 





\\" Solution to the March Cartoon 

















YOU ASK THE BOSS FOR THAT RAISE TODAY. 
Write the shorthand for the caption below 
and fill in the face with your answer. The 
solution appears on page 48. 








lulner 








Fo ew te ot. 40. 


Tomita 
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a \ SUBJECT TO OUR TERMS, OF COURSE. 
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TIPS ON TESTS 


(Continued from page 19) 





Some companies provide the applicant with an eraser. 
Then the timed writing is scored on the number of words 
that were typed. It is assumed the applicant will know 
when she has made an error and will correct it. The era- 
sures are expected to be neat and unnoticeable. 

\ few companies require the applicant to prepare one 
carbon copy of the timed writing. Necessary erasures must 
he made on both the first page and the carbon. The car- 
bon copy is scored for neatness and evenness of stroking. 

t. ANTICIPATE a production section in the placement 
test. It will consist of setting up a letter properly on a 
page. typing a table, and/or preparing a manuscript from 
a rough-draft copy. This portion is timed, but the time 
element is unimportant because sufficient time is allot- 
ted for completion by everyone. Scoring is based on ac- 
curacy, proper placement of material on the page. and 
ability to follow directions. Often several carbons of the 
letter must be made. Carbon copies are checked for neat 
erasures, 

5. WHEN PREPARING for a typing placement test, it 
would be wise to review such things as business letter 
styles, tabulation placement, and proofreading symbols. 
Sometimes you are permitted to select the letter style of 
your choice. Have one in mind before you arrive for the 
test. Be sure you know how and where the reference ini- 
tials, enclosure notations, and cc notations are placed after 
the complimentary closing. 

It would be time well spent if you would select at ran- 
dom several letters and practice centering them on a page. 
Be ready to judge the length of a letter. Don't rely on hav- 
ing the total words given. The easiest method of “guess- 
timating”’ the length of a letter is to select a line that has 
average-length words (five or six letters in each) ; count 
the number of words in that line; multiply the answer by 
the number of printed lines in the body. A good rule of 
thumb to go by in determining length is: short letter, up 
to 100 words in the body of a letter; average letter, 100- 
200 words; long letter. 200 words or over. 

6. BE SURE to take several timed writings in prepara- 
tion for the test. Use materials from the textbook and 
from as many other sources as possible. Gregg Competent 
Typist Tests and rough-draft timed writing copy are ex- 
cellent. 

While practicing, try to train yourself to think in terms 
of sixty-second intervals. In this way, you won't get tired 
when taking a five- or a ten-minute writing and your 
mind and eyes won't be inclined to wander. Develop con- 
trol in your typing speed. Aim for even, steady typing, 
rather than jerkiness (typing some words rapidly because 
they are familiar to you and hesitating on difficult and 
unfamiliar words). Think of short, easy words as slick 
spots of ice on which it is very easy to slide and fall down. 
Try to develop even typing of all copy that contains both 
short and long words. 

After a test, many applicants complain that the machine 
seemed to run away from them. You can avoid this feel- 
ing by practicing timed writings and changing typing 
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speeds during the time interval. Always begin the first 
sixty seconds slowly. Increase your speed gradually. Just 
as soon as you make an error, slow down to get your typ- 
ing under control and then speed up gradually. 

One hint for successful typing is to keep thinking of 
the word “smooth” as you type. This is a secret of the 
champions. All the time they are racing the second hand 
of the stop watch, they keep saying “smooth” to them- 
selves. Mistakes are made when a typist wonders how he 
is coming along. or how many seconds he lost on the last 
key jam. The more he thinks about speed and the words 
he just typed. the harder it is for him to type with control. 

The applicant who will be successful in any kind of 
typing test is one who has trained himself to listen to the 
sound of his machine. The steady hum of typing keys is 
as comforting as the strong. steady hum of a car motor. 

7. LEARNING TO RELAX is a necessary component 
for success in a typing test. You relax when you feel con- 
fident that you can do the work you are expected to do. 
Relaxation is basically mental. Think ease of work, con- 
trol of the operative parts of the machine. and sure, even 
stroking. Relax the shoulders and upper arms. Keep the 
fingers curved and the wrists low (without touching the 
front of the typewriter). If your hands have a tendency 
to perspire, rub a piece of chalk between them. A simple 
device to relax the arms and hands is to drop your left 
arm to your side and swing it as you type the word “min- 
imum” a couple of times. Then drop your right arm and 
swing it as you type the word “start” several times. 

A brief typing warmup is invaluable for relaxation. 
The home-base warmup (a:sldkfjghfjdksla; ), alphabet. and 
vertical drill (jumj frvf kik deed lo.l swxs ;p/; aqza), 
are all good drills. Remember to start slowly, increasing 
speed gradually as you gain control of the machine. 

8 PRACTICE TYPING on several different makes of 
machines if the test is to be given in a company olflice. 
Be sure you can set margins easily and that you know 
where the paper release lever and line-space regulator are 
located. Be sure to adjust the paper guide. 

9. SPEND FIVE MINUTES warming up at the type- 
writer before taking the test. If you are taking it at school, 
make it a point to be at your typewriter at least five min- 
utes before the class period begins. Know beforehand 
what drills you will practice. Remember to type slowly 
and evenly. 

If you are taking the test in a company office, request 
five minutes of time for warmup practice. The examiner 
will not refuse this request. First check the margins and 
set them for a 70-space line. Check the line space regu- 
lator and the placement of the paper guide. Then practice 
the drills you have selected for the warmup. Type slowly 
with sharp strokes and listen to the machine. Aim for a 
smooth sound in the typing. Be sure to practice the alpha- 
bet, so that you know all the keys are in good working 
order. Take as much time as you are given for the warm- 
up practice. 

10. YOU WILL WANT to do very well on the test, but 
don’t forget the employer also wants you to do well. He 
is plugging for you all the time you are tapping off sharp, 
even strokes on the machine. 
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NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 


15 DIFFERENT FIELDS 


Because of the demand for industry terms 


in Gregg Shorthand Simplified published 
n Today's Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8'2 x 11 


sheet ol quality stock. Prices are as fol- 
lows 
25 cents each 

20 cents each 

15 cents each 


set ol 15 $2.50 


Single copies 
10 to 50 copies 
Or 
(.omplete 
Cash or check for 


cCOMpany orde ! 


! SO « opies 


full amount must ac- 


Reprint Department 
Today's Secretary 
330 West 42 Street, New York 36, New York 


Please send me copies of each of the 
reprints | have checked below, for which ' 


enclose payment of $ 


Atomic Energy Chemical Electronic 
Banking Electrical Construction 
Import-Export legal Aviation 
Radio & TV 12) Contract 
Agricultural Medical Insurance 


Complete set of 15 
Name 
Address 


City 





State 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f"——-MAIL COUPON TODAY-~“ 
| RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 

















| Nome 
| Address 
SS 
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How To Reach the Top 


by Rachel Wo. 
Edison-Voicewriter Office Systems Dept. 
Vi Grau Edison Company 


xdman Vanage I 


A IMING for the top? Well. there’s 
plenty of room there for the ambi- 
tious secretary who's trained herself well. 
And the rewards are great girls 
earn close to the $10.000 mark. 
How 


paying 


some 


high- 


One kev to advancement is 


do vou get one of these 
jobs. 
office automation. It promises to free the 
secretary in the office from routine and 
drudgery in the same way that time-sav- 
ing devices like dishwashers and driers 
have set free the housewife at home. 
Detail and paperwork are the tradi- 
millstones around many a 
take time 


devoted to 


tional secre- 


tarv's neck. They time that 


could he more creative en- 


| deavors. And it’s the creative accomplish- 


that win recognition from 


agement. 


ments man- 

One of the big time savers is elec- 
tronic dictation and central recording. 
In such a system a secretary is freed 
from the large volume of routine paper- 
work. When her boss wants to dictate. 
he simply picks up a dial telephone and 
“talks 
several centrally 
Then a stenographer types up 


load of 


away his paperwork to one of 
located mechanical re- 
corders. 
the volume routine letters and 
reports. 
Dictation machines and central re- 
cording don’t supplant the secretary. She 
but the 


executive whose added services make her 


stays- more in role of junior 


more valuable. 
And 


out the window 


shorthand dictation doesn’t fly 
either. The 


tary will keep up her speed 


WwW ise secrTe- 
she'll need 
make 

take 


dictation on speeches, complicated let- 


it to jot down phone messages, 
notes, record confidential matters, 
ters, and documents. 

Here are some additional ways to re- 
duce office routine: 

1. Type up more carbons than you 
think you'll need. Unexpected requests 
do turn up. 

2. Prepare envelopes in advance. Once 
a month address and stamp a batch of 
envelopes to people and concerns to 
whom you write regularly. 

3. Explore form cards. They can often 
be used for routine letters and orders. 

4. Investigate rubber stamps and stick- 
ers. They can save you from repeatedly 
writing certain information. 

5. Buy stamps in quantity. It will save 











you many a post office trip. 













































FOR ALL 
ERASING... 


Toke your | 


Pick. 


KLENZO-33 


WITH AND WITHOUT BRUSH 


oem age: 





Famous Kienzo quality in 
convenient wood-casing. 
Sharpens to ‘‘needle point” 
for balipoint, typewriter and 
ink work, 





KLENZO 


WITH AND WITHOUT BRUSH 


Sai sdeff KLE P40) 








The standard for erasing. 
Paper wrapped to permit 
quick, economical repointing. 






A Kienze erases equally good 
wrapped in paper or cased in wood. 


AT BETTER STATIONERS EVERYWHERE 


‘ 
Send 10c for twin samples naming this i 
publication. = 


meen em 
ee re 





blaisdell 


PENCIL COMPANY 


BETHAYRES, PA. 
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also means 


* iodo- 


Pleases 
— Secretarios 


Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time 
try a Codv Silk Ribbon, a 
sheet of Codo Elect ro-W rit: 
Carbon, and use the exclu 
sive Carbon Gripper 
you ll be please d, W ¢ 
guarantee! 


C.d- 
MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York e¢ 
Cleveland e 


Dallas e 
Los Angeles 
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BOUND VOLUMES AVAILABLE! 


Each vear in June, Business Education World and Today's Secre- 
tary copies are bound with a heavy leather cover into one complete, 


















easy-to-handle volume. Many back issues are still available. Cheek 
the listing below and send your order to Gregg Magazines, 330 W. 
12 Street, New York 36. New York. 


Today’s Secretary 


Vol. No. Available Price 
57 September 1954-June 1955 1 $6 
59 September 1956-June 1957 13 $6 
60 September 1957-June 1958 15 $6 


Business Education World 







35 September 1954-June 1955 3 $6 
37 September 1956-June 1957 5 
38 September 1957-June 1958 16 








CLAR‘O:TYP 


CLEANS TYPE CLE ANER 













Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 
fom, for the attractive new © 
: f orange-and-blue carton. 
CLAR-O-TYPE makes 
typewriter type sparkle. 








NO CARBON-TETRACHLORIDE 
69¢ at all stationers and typewriter dealers 
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ew York is) 
Wonderful 


... especially when you live at 


the BARBIZON 


for women 


Make the most of your stay in New York 
City, whether you’re working or going to school. 
At The Barbizon, you'll meet the nicest people— 
young career women, many of them your own 
classmates, more than likely. And you'll enjoy a 
radio in every room, TV if you like, solarium, 
library, music studios—even a swimming pool! 
Plan to make wonderful New York more so, at 
The Barbizon. 


Relax and enjoy the Barbizon swimming pool 
. . or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! J 











On the Smart East Side . . . New York's 
Most Exclusive Hotel for Young Women 
Daily from $4.50. Weekly rates on request 


She barbizou 


Lexington Ave. at 63rd St., New York City 
Write for Booklet E-6 








Here’s the 
New, Modern Way 


to Make 
Carbon Copies! 


1, Pick up the number of Sea Foam 
Bond CARBONSETS you need. 





2. Place your letterhead on top 
and slip into typewriter. 





3. Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST « CLEAN 


Always specify CARBONSETS 
by name, the only set using 
famous Sea Foam Bond. 
Teachers and secretaries — 
write on your letterhead for 
sample kit. 


Write Dept. TS-659 


BROWNVILLE 
PAPER 


COMPANY 


BROWNVILLE, NEW YORK 
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MATERIAL 


FOR 





OGA TESTS 











Junior 


OGA 


Test 


pa wr we wm) Fe 


POF. A x 
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c » 

fp Sy ; = 
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OGA 


INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper, or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 


“7? 


Membership 


i in 


—— : as < —- 
a 2 


ae 


2 Sf » < : » 


ry “ x > 


il AE «~ (39) 


Test 


ony ~ A) 
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that they have developed a good practical 
style of penmanship that will assure ae- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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She’d sooner let her boss 
see her hair in 


curlers than be 


guilty of S S 































that’s why 
she uses 
A.W.FABER 


GRASER STIK 


The original grey eraser point 
— always best for erasing. 








if you look untidy you are 
telling your Boss that you 
don't care what he thinks 
of your appearance. It's 
the same with letters. 
SLOPPY STRIKEOVERS 
are as out-of-date as 
Model T's. Get rid of 
bulky erasers for good. 
Pick up that white 
polished pencil-shaped 
beauty—A.W.FABER 
ERASERSTIK. It gives you 
the point you need to 
erase a letter without 
smearing the whole 

word. With ERASERSTIK 
you erase without a trace. 
Do what most better-paid 
executive Secretaries 

Jo. Use ERASERSTIK. 

Got some? 
Then get some. 


SRASERSTIK. 


A.W.FABER-CASTELL Pencil Co., Inc. 
Newark 3, N. J. 


AW. FaseR GRASERSTIK Gat SERVICED u.s.a. 7099B 


AW.FaBer SRASERSTIK Cal SERVICED U.S.A. 7099 














Which point do you prefer ? 
Slender, Medium or Blunt....The choice 
vours. EraserStik 7099 and 7099B can 


easily pointed with a mechanical or 


! sharpener to suit your taste. 
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a feather because, to some extent, the 
work is creative. Briefly, | prepare two 
releases to announce that Mr. Doe, for 
example, has been promoted to manager 
of our New City branch. One release is 
a trade copy—with an opening along the 
lines of “The Data Processing Division 
of IBM has announced the promotion of 
John Doe to branch manager of New 
City. Then I go on to tell how long Mr. 
Doe has been with the company, his 
background, and other pertinent informa- 
tion.” 

The other release, Ellen tells us, is 
for the man’s home town newspaper. This 
includes the same information but is 
slanted for a different readership. In 
both cases, however, it's up to Ellen to 
present the information in an interesting 
and literate manner. 

“One of the most important things I've 
learned from this assignment,” Ellen con- 
cludes, “is that you can’t pre-judge a job. 
At first | thought working at IBM would 
be dull and confusing because of the 
complexity of the machines. But it turned 
out just the opposite. There’s romance 
in computers—just as there’s romance in 
other growing companies in the news. 
You just have to give it a try.” 

From where we sit it appears that 
Ellen O'Neill has given it a try—and 
made a success of her work. And we 
didn't need a computer to give us this 
answer. One look at Ellen is enough. 
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service to do the delivering might not 
only save money but eliminate some 
equipment maintenance problems as 
well. 

“That's a lot of Miscellaneous— 
$28,000. It seems to me that too much 
is being thrown into that general ac- 
count. If 1 were running the account- 
ing system, I'd want some of the 


items now recorded in the Miscel- 


(Key to project on page 39) 





LETTER 1 


Line 1—summertime (used as a noun it 
is one word); line 3—bug-killing spray 
(one-thought modifier), kill-ing; line 5— 
laboratories; line 7—contains (singular verb 
needed here); line 9—to; line 11—no 
comma after insects (restrictive clause) ; 
line 16—complimentary; line 18—rec-om- 
mend (one of the world’s most misspelled 
words!) ; line 19—neighbors 










I work 
for an 


ABCOLUTE 


— 
That's why | need 
the new A.W.Faber 


STENOSTIE- 


The Only Professional Ball Pen For You 
Ball Pen for 
Shorthand 


When my Boss dictates he 
hates to repeat himself. He 
has a jet-propelled delivery 
and I have to catch every 
word or risk a blowup. 
With STENOSTIK, I play it 
by ear because I don’t have 
to worry about the notes. 
STENOSTIK just flows into 
shorthand without slip, skip 
or scrape. STENOSTIK’S ex- 
clusive, long tapered finger 
grip lets me take dictation by 
the hour without fatigue. Its 
full pen-length cartridge out- 
wears 7 — yes 7 — pencils. 


In all truthfulness, I must 
say that 1 expected nothing 
less from A.W.FABER. A 
company that puts out 
ERASERSTIK Would naturally 
produce the best ball pen, 
Priced at 39¢, less in a box 
of 3—the economical way 
to buy. 


Design Pat. Pend, 
U. S. Pot. Off. 


A.W.FABER- CASTELL 
PENCIL CO., INC. NEWARK 3, N. J. 





AW Faser SIENOSTIZ TAe Ball Pen for Shorthand 
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laneous Expense account transferred 
to separate, specific accounts. Then 
there could be an intelligent analysis 
for what. 

“What is being done with $6.000 


of what is being spent 


worth of telephone service? Are cus- 
tomers allowed to phone in with the 
charges reversed? How many trunk 
lines does the store have coming into 
the switchboard— are they all needed ? 
Mavbe a check should be 


outgoing calls. It looks as if this priv- 


made on 


ilege is being misused for personal 


affairs. Investigation of this $500-a- 


month telephone bill could save some 
money. 

“Only $1,500 saved on purchase 
discount. Why that’s ridiculous. Over 
a million dollars worth of merchan- 
dise was purchased during the year. 
Even if they were buying from sup- 
pliers who allowed only a one pei 
could have 
saved $10,000. And if the suppliers 


gave the usual two per cent off. the 


cent cash discount. they 


savings could have been as much as 
$20.000. What's the reason for this? 
Don’t their suppliers allow discounts 
for cash payment within a certain 
period ? The store had better do its 
buying elsewhere. If the store doesn’t 


have the cash to take advantage of 
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"MILO HARDING COMPANY 





everything it takes... 


to create fine office printing 


How can she miss? She's using 
Tempo’s coordinated line of stencii 
duplicating supplies and the Tempo- 
Geha— today's biggest value in sten- 
cil duplicators. 


You, too, can make a better impres- 
sion with the clean crisp perfection 
of Tempo-produced copies. They de- 
light the eye, impress the mind. And 
they're so easily, economically pro- 
duced using the equipment and tech- 
niques pioneered by the makers of 
Tempo. 

Why not get better acquainted with 
this years-ahead line which gives 
you everything you've ever dreamed 
of in stencil duplicating results. 


Tempo-Geha duplicators are avail- 
able in 9 models priced from $199. 


For details: write. phone or wire 


“TIEM/O 


Americas highest quality and 
most compiete /ine of Stencil 
Duplicators and Supplies 






¥ 





discounts when they re offered. they d 
better take steps to get it. 

“Maybe this is the place to pick 
up that extra cash. They're paying 
$15,000 a year for property taxes. 
Perhaps it would be wiser to sell the 
store and rent it back. The money 
from the sale could 


received earn 


even more for them through mer- 
chandise turnover and discounts. This 
income would far exceed the differ 
ence between the higher rent charge 
and the property tax cost they're now 
paying.” 

No. the experienced business execu- 
tive would not make an impulsive. 
snap judgment if he were offered his 
choice of ownership of two businesses 

one selling $100.000 worth of mer 
chandise a vear. the other $1.000.000. 
He would realize that it’s entirely pos 
sible for the smaller firm to be much 
more profitable. Nor would he base 
his judgment solely on present con 
ditions. The smaller business might 
be the more desirable one now, but 
with proper management the larger 
organization could be more lucrative. 
He would obtain all the information 
available on the organizations by 
reading their balance sheets. profit 
and loss statements, and other oper- 
ating reports. 

Skill in deciphering financial state- 
ments is developed by studying those 
statements. Why don't you try read- 
ing the business reports published 
daily in the financial section of youn 
newspaper? Even if you don’t take 
Wall Street by storm. you ll be able 


to understand the story they tell. 





+ WASHINGTON, 9, .C. + MEXICO D. F. AND DEALERS EVERYWHERE 





Solution to cartoon on page 41 





TODAY’S SECRETARY 


Continued from page 2) 


Now let’s see what can be done to im- 
prove a few poor Thank you letters. The 
author s comments and suggestions are alt 
the end. But before you look at them, why 
not diagnose the faults in these letters 
yourself? Then try to rewrite them so that 


each fits the occasion somewhat better. 


Sifuation / 

\ librarian acknowledges a_ booklet 
she'd sent for after a trade magazine 
mentioned that it was available on re- 
quest. It was printed by an industrial 


concern to explain its product. 


Gentlemen: 


and earnest appreciation the receipt of 
the booklet you sent for our library. 


and for this valued gift, we beg to 
remain, 


7 
| 
We beg to acknowledge with deep 
| 
| 
| 
| 
| 

Yours very truly, | 


j 
| 
| 
| 
| 
Thanking you for your most kind favor 
| 
| 
| 
| 


Situation Il 

At Mr. Smith's request. an analysis of 
his insurance program has been sent to 
him. with the suggestion that he and the 
agent get together to discuss it. Mr. 
Smith hands it to his secretary with the 
comment, “lL have no time to talk with 
him now and dont want any more in- 
surance anyway. But guess I'd better let 
him know it got here. Write a note and 
Mil sign it.” 


| Dear Mr. Agent: 

This will acknowledge receipt of your 
| analysis of my insurance program. 
| Please be advised that | have no time 
3 to talk with you and do not want any 
7 Yours truly, 


| 

| 

| 

| 

| 

| 

more insurance. | 
| 

a 


Situation II] 


\ stranger telephoned to ask that in- 


WHERE TO BUY 





This month’s fashions may be found at: 
Cover Franklin Simon's, New York: John 
Shillito, Cincinnati: Foley Brothers, Houston; 
J. W. Robinson, Los Angeles. 


Page 23: Marshall Field, Chicago: Bullock’s, 
Los Angeles 

Page 24 { and B at Julius Garfinckle’s, 
Washington, D. C.: Joseph Horne, Pittsburgh, 
Sibley, Lindsay & Curr, Rochester; Livingston 
Brothers, San Francisco. 

€ and D at Bloomingdale’s, New York; Charles 
tevens, Chicago: Famous & Barr, St. Louis; 
Burdine’s, Miami. 

Paze 25: E at Marshall Field, Chicago; 
Bullock's, Los Angeles. 


I Bloomingdale’s, New York: Charles Stevens, 
( Famous & Barr, St. Louis; Burdine’s, 
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PTODAWS SECRETARY’S | sits 
60th ANNIVERSARY ISSUE a 
based on the theme </% 
“The Secretary Surveys Her World” | pe < 
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Here in one, authoritative, reference volume | ¢ s< < 
is the story of the starring role played by a te =< 
American Secretary over the past six | : = cs 
decades, Through special feature articles the | 4 yt -~ ¢ z 
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Fast becoming a 


MUSEUM PIECE 


The scrub, smudge, scuff and tear of the traditional 
typewriter eraser is replaced by the 
quick flick of an ordinary pencil eraser on a 
modern typing paper. Result—neater letters, 
in less time, at less cost. 


Write for a free demonstration sample of 


Millers Falls EZERASE 


BOND and ONION SKIN 





i We. 


Pi 
= P) a * 
— MILLERS FALLS PAPER COMPANY «+ MILLERS FALLS. MASS. 
MANUFACTURER OF OLD DEERFIELD BOND. GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
ANO ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 


{ 
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: Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 
Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier, faster. 
é For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 

















formation on a company’s products be 


sent to him. 


| Dear Mr. Prospect: 7 
| This will acknowledge your telephone | 
| call requesting information which is | 
| enclosed herewith. | 
: Truly yours, | 


Diagnosis and Suggested Revision for 
Letters: 


Situation I 

Diagnosis: Too profuse a Thank vou for 
a booklet sent under these 
circumstances. Better to send 
a simple Thank you with a 

comment on the 
booklet, if possible. 

Suggested Revision: 


concrete 


| Gentlemen: | 
| Thank you for sending us a copy of | 
| your booklet. It is well written and will | 
| be of interest to many of our readers. | 
Sincerely yours, 


Situation I] 

Diagnosis: The secretary took the boss 
too literally—wrote curtly in- 
stead of courteously. 


Suggested Revision: 


~ 
| Dear Mr. Agent: | 
| Your analysis of my insurance pro- | 
| gram was excellent. | have read it | 
| thoroughly and feel that the present | 
| program serves the best interests of | 
| myself and my family just now. How- | 
| ever, perhaps in another year or so we | 
| can again review the program and dis- | 
| cuss it. In the meantime, thank you | 
| very much for your interest. | 
| Sincerely, 
a 


Situation II] 
Diagnosis: Rather reluctant 
The cold, stilted tone doesn’t 


response! 


make the company sound 
like a “good guy to do busi- 
ness with.” 

Suggested Revision: 


pa - 75 


Dear Mr. Prospect: 

It was a real pleasure to talk with 
you and learn of your interest in 
(product). The information you _ re- 
quested is enclosed. Please call again 
if you have any questions. We look 
forward to the opportunity to serve you. 

Sincerely yours, 


cs inlakcitieatn seca etn ini ad eile nes nina tamed 



















ALL NEW 
_JPeeconie 
ACCOUNTING 
Corghaldor 


Accepts ledger 
sheets up to 17 
inches in width. 
Enables typist to read copy from 
wide sheets directly in front of her, 
without eye or neck strain. Forward, 
backward and height adjustments 
made instantly for best focal dis- 
tance. Rotating head permits move- 
ment of reading material for perfect 
lighting and eliminates glare. Ex- 
cellent built-in copy Magnifier. 


_JSreconie SECRETARY 
Copyholder 


Offers all features of Accounting 
Model. Can be installed on any desk 
or desk pedestal without tools. Folds 
instantly behind typewriter when 
not in use. 


Write for descriptive catalog or 
trial installation. 


HALL-WELTER COMPANY, Inc. 


56 Mt. Hope Avenue 
Rochester 20, N. Y. 




















BILL STERN... 
Dean of American Sportcasters, says 
“I've been looking 
for the perfect 
FLORIDA location 
for years... 


“CAPE CORAL IS MY CHOICE!”’ 
There are hundreds of wonderful reasons why CAPE 
CORAL is the choice of thousands of American families 
who have already invested over $13,000,000 in water 
front homesites there. It will be YOUR choice, too! 
e CAPE CORAL challenges comparison! 

e CAPE CORAL invites inspection! 

CAPE CORAL, on Florida's beautiful Gulf Coast, is 
offered and sold on merit alone for as little as $20 
down and $20 per month! 


SEND FOR AND READ 
THE EXCITING 
“CAPE CORAL STORY" 
It's yours for the asking— 


ABSOLUTELY FREE 


Send No Money, Please a 


CHAMBER OF COMMERCE MEMBER 
Lee County and Ft.Myers * Dade County © Florida State 


a cr p baer 





$ Gulf Guaranty Land & Title Co., Dept.W25  § 
° 1771 N. Tamiami Trail, Fort Myers, Florida § 
$ Please rush my FREE copy of “The Cape Coral > 
e Story" in full color. ° 
: RIN tcheekca snpitan tines cedlecoas tubirariavaiaiociaincnpmenteilin ° 
* o 
FIND noncsnsncnsnsenianenicsiatnnsionsiaidcesniewinnsnuaiins 4 
ae ae : 
Soccccsccccceeseseesereeeseeeee® 


TODAY’S SECRETARY 





+ all 


@eeeeeeeoeeoeoeoeeees 


shopping spree 





| 2.2 SKIDOO for stubborn spots. Process 
1-2-3. removes stains in three minutes, 
whether ink, blood, grass any but those 
with a fat. oil, or wax base. Odorless, 
iarmless, leaves no ring. Apply as di- 
ected on package. Eight ounces, $1.69: 
)? ounces, $3.98. Bryanston ( orp.. Gon 
sumer Division, Dept. TS, 112 E. 19 St., 
New York 3, N. Y. 





FLIP-TOP “PoP.” Cover large soda _ bot- 
tles with these colorful felt animal forms. 
No need to conceal unsightly containers 
when they're dressed in this dinner-table 
attire. A simple case of heads off and 
“bottoms up.” Yours for $2 each; from 
Doris Parker, Dept. TS, 1242 Hawthorne 


Dr. E., Wantagh, N. Y. 





June, 1959 


WHEN’S A COOKOUT NOT A WORKOUT? 
When things are cookin’ on a Jiffy port- 
able charcoal grill. Just throw the steak 
on its 8 by 12 inch cooking area and 
light. Perfect for apartment or back- 
porch. Reusable; legs fold for easy stor- 
ing, carrying. Yours with charcoal and 


9 


igniter, $3.98. From Sara-Kay Imports, 
Dept. TS-32, White Drive, Tallahassee, 
Fla. 





HOW TO BEAT THE HEAT and stay withi- 
in your budget—Comfortair. Attached to 
an ordinary fan and tucked into the foot 
of the bed, Comfortair puffs sheet with 
cooling air. No harmful drafts; it’s a con- 
stant, soft flow. Royal relaxation at the 
people’s price—$8.20. From B & G Prod 
ucts, Box TS, Spring House, Pa. 





IF SUMMER’S HERE, your’ Beacher 
shouldn't be far behind. No need for 
debate—just watch it inflate. Serves as 


tote bag for suit and towel, pillow for 
sun bathing. Packed with ice, it’s a cool- 
er. Blown up, 7 by 15 inches; deflated, 
fits in pocket. Comes in red, yellow, blue, 
green at $2.98. From Ashley's, Dept. TS 


W. Huron Dr., Belleville, Mich. 





days 
pre of 
UNWANTED 


FACIAL and BODY 


HAIR REMOVER 


Ny the United Stotes JOBRA HAIR 


REMOVER is the MODERN WAY to remove 

superfiveus hair completely for opp: ly 

60 DAYS ond more with o licotion FAST 

ond EASY applice * procticolly 
ODORLESS eliminote heavy helr growth 

ano 

Made of HARMLESS NATURAL ingre- 

HARMLESS dients, JOBRA is on immacvicte sub- 

stonce which will remeve your superfiveve ho completely, 

without fuses ond muss, or hits ond miss JOBRA is OOOR- 


LESS ond obsolutely HARMLESS ever if occidentally swol- 
lowed by o child 


the Natural Hain Remover 
NOT A WAX OR A CREAM—NO HEATING REQUiTO 


#O8F Seey 
roe ¥ 
















MNECE 


| 

1 Complete Focie! ond Bedy Supply |! Box—6 Pigs $2.00 | 
! Trel Supply (Severe! Foca! Applications)—(2 Pages Only! $! 00 | 
! Cosh Check Money Order ! 
i ! 
| mame - ! 
| cove 1 
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| | 
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REVERSIBLE TERRY CAP—$1.50 
Much more glamorous 
and practical than a 
towel wrapped around 
your head. Dries hair a 
quickly and comfortably 
Keeps curiers in piace 
and hastens setting 
Made f two layers of 
moisture-absorbing 
white terry cloth. Useful 
at the beach because the 
hair is protected from 
sand wind and sun 
Elastic back makes cap 
fit all head sizes. Roll 
up front as desired. Easy to launder. Only $1.50 
each, postpaid, from Shopper's Special, P. 0. 
Box 505-T, Bloomington, Illinois. 




















Take Your Leisure In 


o> 
Ja shions 


. . . from HAWAII to You! 


% Howaii, new 50th State, stars fun fashions exact 
ly suited to your leisure—whether precious after 
work hours or once-a-year vacation. Send for free 
brochure on Swim Swits, Tea-Timers, Poi-Pounders 
(Capris), Sarong and Sun Dresses, Accessories, 
and bits of Hawaiianal 


Shown, Golden Dragon 
HAPI COAT 


Golden dragons en- 
hance this colorful 
striped cotton coat! 
Gay for cocktails, 
over swim suit, or 
with pants for loung 
ing. Reverse it— 
dragons and stripes 
line your solid color 
coat. Turquoise, red, 
novy, black, brown or 
pink, white-striped 


Sizes S (10-12), 
M (14-16), 6 (18-22) 


Allow 10 

days totwo $ 
weeks for 12 
delivery ppd. 


Abhi ae 


“Horizons Unlimited” 


P.O. Box 1408-T Honolulu 7, Hawaii 




















Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
i an EVER READY desk calendar. 
It’s a good way to get ahead 
easier, faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 

















formation on a company s products be 
sent to him. 

j a ee “” 
| Dear Mr. Prospect: | 
| This will acknowledge your telephone | 
| call requesting information which is | 
| enclosed herewith. | 
Truly yours, | 
le a 


L 


= 


Diagnosis: 


Diagnosis and Suggested Revision for 


etters: 


ituation | 
Too profuse a Thank you for 
a booklet 


circumstances. Better to send 


sent under these 


a simple Thank you with a 


concrete comment on_ the 

booklet, if possible. 
Suggested Revision: 
aie ee Tarre Voae eee 
| Gentlemen: | 
| Thank you for sending us a copy of | 
| your booklet. It is well written and will | 
| be of interest to many of our readers. | 
| Sincerely yours, 
eee Si : 


Situation I] 


D 


lagnosis: The secretary took the boss 
too literally—wrote curtly in- 


stead of courteously. 


Suggested Revision: 


7 
Dear Mr. Agent: | 
Your analysis of my insurance pro- | 
gram was excellent. | have read it | 
thoroughly and feel that the present | 
program the best interests of | 
myself and my family just now. How- | 
ever, perhap’ in another year or so we | 
can again review the program and dis- | 
cuss it. In the meantime, thank you | 
very much for your interest. 7 
| 


serves 


Sincerely, 


Situation II] 


D 


iagnosis: Rather reluctant response! 
The cold, stilted tone doesn’t 
make the 
like a “good guy to do busi- 
ness with.” 


company sound 


Suggested Revision: 


pa - 75 


Dear Mr. Prospect: 
It was a real pleasure to talk with | 
you and learn of your interest in | 
(product). The information you re- | 
quested is enclosed. Please call again | 
if you have any questions. We look | 
forward to the opportunity to serve you. | 
Sincerely yours, ; 














ALL NEW ‘ 


_Sreeonie 
ACCOUNTING 
Copyh older 


Accepts ledger 
sheets up to 17 
inches in width. 
Enables typist to 







read copy from 
wide sheets directly in front of her, 
without eye or neck strain. Forward, 


backward and height adjustments 
made instantly for best focal dis- 
tance. Rotating head permits move- 
ment of reading material for perfect 
lighting and eliminates glare. Ex- 
cellent built-in copy Magnifier. 


_JSpeeonite SECRETARY 
Copyholder 


Offers all features of Accounting 
Model. Can be installed on any desk 
or desk pedestal without tools. Folds 
instantly behind typewriter when 
not in use. 


Write for descriptive catalog or 
trial installation. 


HALL-WELTER COMPANY, Inc. 
56 Mt. Hope Avenue 
Rochester 20, N. Y. 




















BILL STERN... 
Dean of American Sportcasters, says 
“I've been looking 
for the perfect 
FLORIDA location 
for years... 


“CAPE CORAL IS MY CHOICE!” 


There are hundreds of wonderful reasons why CAPE 
CORAL is the choice of thousands of American families 
who have already invested over $13,000,000 in water 
front homesites there. It will be YOUR choice, too! 
e CAPE CORAL challenges comparison! 
e@ CAPE CORAL invites inspection! 
CAPE CORAL, on Florida's beautiful Gulf Coast, is 
offered and sold on merit alone for as little as $20 
down and $20 per month! 
SEND FOR AND READ 
THE EXCITING 
“CAPE CORAL STORY" 
It's yours for the asking— 


ABSOLUTELY FREE 


Send No Money, Please 





CAPE 





FLOR: 


CHAMBER OF COMMERCE MEMBER 
Lee County and Ft.Myers * Dade County © Florida State 


SCOOSOHOOSEOE SESE OOOO SEOOEOSOOOEE® 
° Gulf Guaranty Land & Title Co., Dept. W25 


7 
. . 
4 1771 N. Tamiami Trail, Fort Myers, Florida ; 
: Please rush my FREE copy of “The Cape Coral § 
e Story" in full color. ° 
- 
SINT 3d. oka sla eabadebeadglsadpasnisdaieinsabineieseaneee - 
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shopping. spree 








1-2-3 sKIDOO for stubborn spots. Process 
1-2-3 removes stains in three minutes, 
whether ink, blood, grass any but those 
with a fat, oil, or wax base. Odorless, 
harmless, leaves no ring. Apply as di- 
ected on package. Eight ounces, $1.69; 
32 ounces, $3.98. Bryanston Corp.. Con 
sumer Division, Dept. TS, 112 E. 19 St., 
New York 3, N. Y. 





FLIP-TOP “‘PoP.”? Cover large soda bot- 
tles with these colorful felt animal forms. 
No need to conceal unsightly containers 
when they're dressed in this dinner-tabl« 
attire. A simple case of heads off and 
“bottoms up.” Yours for $2 each; from 
Doris Parker, Dept. TS, 1242 Hawthorne 
Dr. E., Wantagh, N. Y. 
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WHEN’S A COOKOUT NOT A WORKOUT? 
When things are cookin’ on a Jiffy port- 
able charcoal grill. Just throw the steak 
on its 8 by 12 inch cooking area and 
light. Perfect for apartment or back- 
porch. Reusable: legs fold for easy stor- 
ing, carrying. Yours with charcoal and 


> 


igniter, $3.98. From Sara-Kay Imports, 
Dept. TS-32, White Drive, Tallahassee, 
Fla. 





HOW TO BEAT THE HEAT and stay with- 
in your budget—Comfortair. Attached to 
an ordinary fan and tucked into the foot 
of the bed, Comfortair puffs sheet with 
cooling air. No harmful drafts; it’s a con- 
stant, soft flow. Royal relaxation at the 
people’s price—$8.20. From B & G Prod 
ucts, Box TS, Spring House, Pa. 





IF SUMMER’S HERE, your Beacher 
shouldn't be far behind. No need for 
debate—just watch it inflate. Serves as 
tote bag for suit and towel, pillow for 
sun bathing. Packed with ice, it’s a cool- 
er. Blown up, 7 by 15 inches; deflated, 
fits in pocket. Comes in red, yellow, blue, 
green at $2.98. From Ashley’s, Dept. TS, 


W. Huron Dr., Belleville, Mich. 





6 days 
pre of 


UNWANTED 


FACIAL end BODY 


HAIR REMOVER 


Uy, the United Stotes JOBRA HAIR 


REMOVER is the MODERN WAY te remove 
superfiveus hoi completely for approsimotely 
60 DAYS and more with one opplicotion FAST 
ond EASY applicotions procticolly 
ODORLESS eliminote heevy holr growth 
and 
Made of HARMLESS NATURAL ingre- 
HARMLESS dients, JOBRA is on immoculet 
stonce which will remeve your superfiveus how comp 
without fuss ond muss, or hits ond miss JOBRA is OOOR- 


LESS and obsolutely HARMLESS ever if accidentally swol- 
lowed by a child 


the Natural Hain Remover 


NOT A WAX OR A CREAM—NO HEATING REQUIRED 





JoBra Inc Box 1116 


i Berkley, Michigan 

i Complete Facial end Body Supply (1 Box—6 Phgs $2.00 | 
| Trot Supply (Severe! Foc! Applicetions)—(2 Phgs Only! $1 00 | 
! Coun Chock Money Order ! 
| | 
| mame - ! 
\ Pee & i 
| aoe ! 
! ! 
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eee eee eee eee oeoeoeoe 4 
















REVERSIBLE TERRY CAP—$1.50 
Much more glamorous 
and practical than a 
towel wrapped around 
your head. Dries hair a 
quickly and comfortably 
Keeps curlers in place 
and hastens setting > 
Made of two layers of 
moisture-absorbing 
white terry cloth. Useful Ss . 
at the beach because the ? ( 
hair is protected from 
sand wind, and sun 
Elastic back makes cap 
fit all head sizes. Roll 
up front as desired. Easy to launder. Only $1.50 
each, postpaid, from Shepper’s Special, P. O. 
Box 505-T, Bloomington, Illinois. 

















Take Your Leisure In 


o> 
JFathions 


.. . from HAWAII to You! 


% Howaii, new 50th Stote, stars fun fashions exact 
ly suited to your leisure—whether precious after 
work hours or once-a-year vacation. Send for free 
brochure on Swim Swits, Tea-Timers, Poi-Pounders 
(Capris), Sarong and Sun Dresses, Accessories, 
and bits of Hawaiianal 


Shown, Golden Dragon 
HAPI COAT 


Golden dragons en- 
hance this colorful 
striped cotton coat! 
Gay for cocktails, 
over swim suit, or 
with pants for loung- 
ing. Reverse it— 
dragons and stripes 
line your solid color 
coat. Turquoise, red, 
navy, black, brown or 
pink, white-striped 


Sizes S$ (10-12), 
M (14-16), b (18-22) 
Allow 10 


days to two $ 
weeks for 1 2 
d 


delivery pp 


Abhi > 


“Horizons Unlimited” 
P.O. Box 1408-T Honolulu 7, Hawaii 






















=. 
PARENTS es RS 


FOTO PLUS - 





Panel 


WALLET 
25 


BOx 10 - 


Edge Embossed 





PHOT Os 


FOR ONLY 


We pay postage — 
no other charges 


NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


NEW YORK 1, N. Y. 





















Eraser Soiled! 






For tidier tyr itten work you need 

@e MAGIC MESH cleans erasers for 
cleaner corrections! Banish erasure 

; idge keep copy sparkling fresh 


Send 25c to 
MAGIC MESH CO 
Falls Station, Box 801 | 

Niagara Falls, New York 


cak 














ENJOY SUMMER FUN 
CONFIDENTLY WITH THE 


HOLLYWOOD-FORMAT BRA 


Take your place boldly in the sun. Share in 
the admiring looks of the opposite sex 
with the new glamour bra. This high quality 
beauty aid is designed to enable you to 
wear modern playtime fashions with quiet 
assurance and natural- 
looking feminine allure. 


Made of finest satin 
and lace with patented 
inflatable cups, it will 
build your bust to 

any desired size 
And it will challenge 
anyone to tell it from 
the natural. Only 
$9.95 postpaid with 
money back guarantee 
Order today. State 
measurement under bust. 


CHARIBA IMPORTS 
P.O. Box 4-13 Utica, New York 









Everything for the Wedding & Reception! 


ITM Te 





Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 
Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-287 
Chicago 42, Ill. 








foam 
comfortable and durable 
Natural color only 
to 10, medium widi> only 


Direct from importer price $8.95 plus 50¢ postage 





HANDMADE IMPORTED SHOES 


Hand-tooled leather shoes, 


come with cushioned air 
leather lined. Extremely 
Imported from Mexico 
Shoes are true to U.S. sizes, 4 
Satisfaction guaranteed 


SAVE MONEY 


inner sole and are 














\ 


a drip dry 
plastic 


GET THE with 
hanger. 


takes the 


creases OT 


HANG OF IT 
This inflatable 
doubt out of drip-drying. 
marks. Blow up to 
deflate for 
Yours in white or assorted pastels 
‘red Baumgarten. Dept. TS, 
N.E., Atlanta 6. Ga 


devi t 
No 
rust true 


shoulder shape; storage o1 
travel. 
for Sl. From I 


1000 Virginia Ave. 





WE'VE GOT YOUR NUMBER 


around your 


wrist. The wires are buzzing about this 
telephone bracelet the handiest refet 
ence since the yellow pages. Twice as ef- 
fective as dropping a hanky. Yours in 


blue. 


and $3.30 to Domi- 


gold with pink stones, silver with 


Send phone number 


nique, Dept. TS, 210 Fifth Ave., New 
York 10, N. Y. 

DOUBLE DAMPER BAC (not pictured ) 
cuts your laundering problems in half. 
Clever center partition prevents “run 


separating white and colored 


And 


This heavy plastic bag 


ning” by 


clothing. wash iron 


later. 


you can now, 


keeps gar- 








rOR WOMEN 


Dozens of important, careers with 
pay scales to match are open to ambitious, 
intelligent women Advertising Commercial 
Art. Interior Decoration. Secretarial. Publish 
ing. Accounting. Bookkeeping and others. The 
world’s largest correspondence school will send 
you FREE three valuable booklets to show you 
how to qualify. No obligation 
INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 15506E, Scranton 15, Penna. 

Pleass send me three books (1) “How to Succeed,” 
(2) sample 1. C. S. lesson, (3) opportunity-catalog 
in subject checked below. 

HIGH SCHOOL _] Good English 

} Accounting () Professional Secretary 

Advertising Sketching & Painting 


exciting 


CAREERS 

















C.0.D.s accepted. Order wedge or ballerina. Free é > a 
catalog of Mexican Imports: purses, jewelry, foods, ments damp for days. Me esures 18 by 36 
gifts, etc inches. Send $1 to Wileo Fashions, Dept. 
NORTHERN IMPORT CO. TS, Rockville Centre, N. Y. 
124 W. Upton St., Dept. T-171, Reed City, Michigan 
You needn't be! Now you can 










TROUBLED 


— in the privacy of your home 

WITH — with the famous Mahler Hair 
Removal Epilator! Acclaimed 

by thousands of women who 

UNWANTED v discovered how Mahler 
estroys the hair root perma 

ly! By following our instruc- 

you, too, can learn to use 

the Mahler safely and effi- 







remove unwanted hair forever 


ciently! Positive mon 


ey-back 





c rantee! Act today! 
— - be 
= 
S¢ for ustrated l6-page ~A 
booklet "New Radiant Beauty’! ‘ 











WANT TO BE A CPS OR PLS IN 1960? 
Sure you do! Now’s the time to start preparing 
with which has helped CPS 
candidates in 47 states since 1953. Full line of 
business courses for businesswomen including 
civil service, promotional, legal, medical, and 
dental secretarial & practice tests. Write today 
to Business Research Associates Incorporated, 


PO Box 7093, Long Beach 7, California. 


our special course 

















Commercial Art Other 
Miss 
Home Address 
City___ FR 
SZ 


ehabeeteettttte 





CONES 


into DOLLARS! 


NEW songwriters, poets share $33 millions 
yearly. Songs Composed, PUBLISHED, 
Promoted. Appraisal, info FREE from... 


NORDYKE Music Publishers 


sno thotiiinbineddditeitifidtsitioiite 

















6000 Sunset. HOLLYWOOD 28B, Calif 





SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 
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Oops! ... We Slipped 

Ever since the 60th Anniversary Issue 
ippeared in April, we've been deluged 
with queries about WHERE our faithful 
readers can purchase a copy of Ora Peak- 
ers entertaining account of her lawyer- 
boss. immortalized in Meet The Judge! 


Let us hasten to make amends for this 


oversight! Meet The Judge! was pub- 


lished by Meador, 324 Newbury Street, 
Boston 15, Massachusetts, and is priced 


at $3.50. So hurry, hurry, hurry ... 


Another Anniversary 

... but not ours this time. Congratu- 
lations go to the Heflley & Browne Secre- 
tarial School which formally launched 
its celebration April 23, with the dedi- 
cation of a wall medallion honoring its 


founders. 





The plaque is presented here by 
Brooklyn Borough President John Cash- 
more on the left to George A. Klaum, 
principal of the school, right. Mr. Cash- 
more represented New York City’s Mayor 
Wagner. 

Now a centenarian, the school. grew 
from a single classroom of ten students 
to become one of the largest in the 
country—and Brooklyn's only accredited, 
registered secretarial school, operating 
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under the New York State Board of 


Regents. 


ASA Seminar, 1959 

The Associated Stenotypists of America 
will be gathering again, for the eighth 
lime in as many years. The occasion? 
their annual ASA Seminar. to be held 
from July 13-16 at the Hotel New Yorker. 
New York City. 

All phases of machine reporting will 
be covered. Topics will range from legal 
and medical terminology to transcription 
techniques and vocabulary. 

Student reporters writing 150 words 
a minute and over are especially invited 
to register. For information, write: 
Charles G. Foster, Co-chairman, 1959 
ASA Seminar, c/o Supreme Court, 
Queens County, 88-11 Sutphin Blvd., 


Jamaica 32, New York. 


Secretary Meets the Boss 
Boss Meet Your Secretary 

This usual combination has been uti- 
lized recently in a most unusual way 
under the leadership of Mr. Sumner G. 
Whittier, head of the Veterans Adminis- 
tration. Mr. Whittier, looking about him 
one fine (or perhaps rainy) day, decided 
that the secretary s lot was not a happy 
one. At the very least, it could be im- 
proved. 

You might think this view of things 
would alienate every executive from 
Maine to Alaska. It didn’t... Mr. 
Whittier’s theory is that a happier secre- 
tary means a happier boss—and_ the 
majority of executives being sensible 
men would probably agree. 

The result of all this theorizing was 
“Operation Secretary,” a management 
study originated to learn what can make 
the work of the V.A.’s secretaries more 


efficient. more rewarding, and more in 
keeping with their skills and their abili- 
ties. 

Step number one was a _ dragnet. 
Schools, business firms—they were all 
canvassed for the answers to a quiz on 


that valuable species, the secretary. 





Step number two: Miss Clare H. 
Jennings, CPS of Chicago, Illinois. and 
President of the National Secretaries 
Association was invited by Mr. Whittier 
(both shown here at the V.A.’s Central 
Office in W ashington) to address his 
top staff. The subject?—improving the 
status of their Gals Friday . . . Monday, 
Tuesday, Wednesday, and Thursday. 

One unusual feature—the executives 
had brought their secretaries along. Add 
Miss Jennings, and the bosses were cer- 
tainly outnumbered. Since all secretaries 
are fair-minded, however, she had a good 
word for both sides. 


She began by considering the qualifi- 
cations some people—unregenerate and 
glorious optimists—would demand from 
the secretary . . . They boil down to 
this: she should have a college degree, 
ten years of experience, and be between 
the ages of eighteen and twenty-five. 
“Sometimes,” added Miss Jennings, “it is 
not possible to find persons who meet 
these qualifications .. .” 

It must be admitted that “Not every 
employer needs a top-level secretary, but 
every employer does need a secretary 
who is competent at her level and who is 
reaching for a higher level.” 

Boss and secretary are both responsi 
ble for the well-being of their partner- 


ship, for this is a mutual operation. 


September Song 

*“... until you reach September” the 
days will bring no further issues of 
TODAY’S SECRETARY. The months 
between now and then will see plotting, 
planning, and downright scheming as 
the staff tries to discover what would 
please YOU during the coming fall, 
winter, and spring. 

P.S. Not to neglect a season—have a 
happy summer. We'll see you in two 
months. 
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Achievement record album, 44 
O, 85 A, 32 May 
Adaptability, 24 M 
Administrative and Clerical 
Council, 76 A 
Aim for the top, 4158 
Answers, Inc., 23 O 
Art of looking well, The, 77 A 
Art of saying “‘No,’’ The, 18 N 
Art of saying “‘Please,"’ The, 2, 
18 F 
Art of saying ‘‘Thank you,” 
The, 2, 20 Ju 
Ask the Experts, 6 S, O, N, D, 
J. F. M, A, May, 6 Ju 
Authors of secretarial text- 
books 
Dr. Jessie Graham, 69 A; Dr. 
Helen H. Green, 69 A; E, Lil- 
lian Hutchinson, 68 A; Esther 
Becker Lawrence, 69 A; Lucy 
Graves Mayo, 69 A Ora 
Peaker, 69 A; Dr. Estelle L 
Popham, 68 A; Margaret 
Rowe, 68 A Dorothy L. 
Travis, 69 A 
utomation, 55 O, 100 A, 13, 43 
Ju 
itomation in operation at— 
American Airlines, 104 A; 
Bank of America, 104 A; 
Broadcast Music, Inc., 103 A; 
International Business Ma- 
chines, 105 A, 13 Ju 
Awards 
Bookkeeping, 41, 42 S; 43, 44 
O: SAN: 3 J 
Filing, 41, 42 S; 43, 44 O; 34 
N; 34 J 
Shorthand, OGA, 41 S; 43 O; 
34 J; 39, 40 M; 85 A: Speed, 
41, 42 S: 43, 44 O; 34 N; 34 
J: Theory, 41 8, 43 0 
Transcription, 41, 42 S; 43, 44 
OO: @&N 
Typewriting, CT, 41, 42 S; 44 
O: 3AN: 344J: 39 F: OAT, 
41,42 S; 440; 34 J; 39,40 F 
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Bagley, Sarah (first woman 
telegraph operator), 49 A 
Balance sheet, The, 18 M, 14 

May 
Balance sheet tells a story, 14 
«May 
Be a pioneer, 20 O 
seginning of things to come, 
33 N 
Berman, Reuben (president, 
Fair-Tex Mills, Inc.), 
Office Borrowing, 10 J 
Salaries, 13 M 
Bobman, Martin (former secre- 
tary, now sales service man- 
ager of Hudson Pulp and 
Paper Company), 20 M 
Book reviews, 62 S, 55 O, 42 N, 
8 J, 10 F, 12 M, 5 May, 10 Ju 
Bookkeeping, 18 M, 14 May 
Bordner, Muriel (secretary to 
co-ordinator of U.S. building 
exhibit, Brussels Fair), 21 N 
Brimo, Nick (Myrtle Bank Ho- 
tel manager), 11 May 
Brown, Harold J. (office man- 
ager, Hill & Knowlton, Inc.), 
Salaries, 13 M 
Business education history, 53 
A 
Business English, see page 56 
Business reports, 12 N 
Business school classes, then 
and now (photos), 53-56 A 
Business women's associations, 
8J,73 A 


Cahn, William, 
The impact of automation, 100 
A 

Cartoons, 35 D, 43 J, 48 F, 45 M, 
41 Ju 

Case of a letter, The, 2, 14 D 

Certificates and pin awards, 42 
S; 43 O; 33, 34 N; 34 J; 85 A: 
see also Awards 

Certified Professional Secretary 
(CPS) exam, 64 O, 48 May 
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Chamberlin, Lenore (secretary 
in Ogden Reid's office), 58 O 

Changing jobs, 22 Ju 

Christmas gifts, 20 D 

Coffee break, The, 11 N 

Coming... Coming... Coming, 
60 F 

Communications, 49 A 

Como, Perry, 11 D 

Competent typist speed tests, 
44S; 46 O: 36 N: 32D: 36 J; 
12 F, M: 88 A; 34 May; 36 Ju 

Competitors clash for Gregg 
honors, 39 M 

Consumer Reports, A, 50 O 

Cooper, Janet, 
A party for Miss Mac, 36 F 

Correspondence, see Business 
English, page 56 

Covey, Gwen, 
3e a pioneer, 20 O 

Cruises and Calypso, 11 May 

CT (Competent typist) certifi- 
cates and pins, 33 N, 85 A; see 
also Awards 


Dateline: Brussels, 20 N 
Davis, Ann B. (secretary on Bob 
Cummings NBC-TY show), 2 


de Lourdes Marin Richaud, 
Maria (secretary-assistant cor- 
respondent to chief of Mc- 
Graw-Hill world news bureau, 
Mexico City), 14 J 
Designing women, 2, 15 M 
Desk of her own, A, 26 D 
Di Luco, Eugene (president, 
Leedall Products Manufactur- 
ing Company) 
The shirker, 11 S 
Direct wire transmission, 123 A 
Don't sell your shorthand short, 
2, 238 M 
Dream of a job, A, 11 D 
Dreyfack, Raymond, 
Answers, Inc., 23 O 
Slave driver, 46 8S 
Thoughtful Ada, 36 M 
Trusting soul, 30 N 


Editorial secretaries, 17, 58 O 
Educational secretary, 208 
Englebardt, Stanley, 
The fabulous T, 49 A 
The seven lives of Emily, 15 F 
Information, please, 13 Ju 
English, see Business English 
English, Nancy (publicity di- 
rector for Anne Fogarty's 
fashions), 15 M 
Envelope riddle, The, 248 
Equipment, 15 S; 11, 23, 55 O; 
5, @. SON: 6 D; 3.5. J; 2. 3, 9. 
22 F: 11, 26 M; 43, 49, 60, 101, 
110, 111 A; 7, 9, 45 May: 9 
Ju 
Europe-—Some good ways to get 
there, 19 May 
Executive Secretaries, Inc., 75 A 


Fabulous T, The, 49 A 

Fabulous world of facts. The, 
28 O 

Fashion sewing salutes the 
fashionable secretary, 1899- 
1959, 78-81 A 

Fashions, see Good Looks sec- 
tion 

Fashions by mail, 25-27 N 

Fashions that go, 23 May 

Festivals, U.S.A., 2, 21 May 

Fevier, Howard T. (executive 
secretary to director of per- 
sonnel at International Busi- 
ness Machines Corp.), 22 M 

File and forget, 50 O, 39 N, 35 D, 
43 J, 48 F, 45 M, 41 Ju 

Filing, see Secretarial Practice, 
page 3 

Final touch, The, 63S 

Fingertip tips, 32 O 

Flash readings, 48 S, O; 32 N; 
31 D; 38 J,“ F, M; 30 May; 40 

Ju 

Fogarty, Anne (dress designer), 

2,15 M 


For beauty'’s sake, 28 J 
Forged endorsements, 45 J 
French, Marilyn, 
Good manners are good busi- 
ness, 22 N 
It’s party time, 19 D 
Look, boss, I'm making a 
speech, 2, 278 
Office hostess, 18 May 
Right foot forward, 18 J 
Running the obstacle course, 


24 M 
Seniority-Bane or blessing? 2, 
16 Ju 


Frost, Ruth G. 
The language of peace, 17S 
Future Business Leaders of 
America, 119 A 


Gelb, Lawrence M. 
Clairol, Inc.), 
The shirker, 11S 
Geography quiz, 54 O 
Get to the point, 2, 22 F 
Gleam of health, The, 26 Ju 
Glossary and vocabulary build- 
er, 49 S, O; 38 N: 34D: 41 J; 
i7 F; 44 M; 36 May: 39 Ju 
Goals, 418 
Going up 
59, 32-33 M 
Good impressions, 26 M 
Good Looks section, 29 S, O; 2! 
N; 21 D; 2 J, F; 31M: 7A 
23 May; 23 Ju 
See also Grooming 
Good manners are good busi- 
ness, 22 N 
Graded readings, 
Chapters 1-3, 48 S, 38 F; 1-4 
i8 O, 38 M; 1-6. 32 N: 1-8, 31 
D, 30 May: 1-10, 38 J, 40 Ju 
Grammar, see Business English, 
page 56 
Green, Frances M., 
Present trends among neu- 
rotic typewriters, 39 N 
Gregg, John Robert, 25, 63, 64 
85 A 
Gregg awards helped advance 
secretarial progress, 85 A 
Gregg Shorthand corrective 
slide, 418 
Grooming, 33-36, 58, 59, 63 S:; 32 
O: 28, 43, 49, 50, 56 N: 20, 24, 
12. 44 D; 28, 54 J: 35, 49, 58 F: 
34 M:; 77, 82, 83 A: 26, 27 May: 
26 Ju 
See also Shopping Spree 


(president, 


spring fashions 


) 


Habley, Barbara, 
The envelope riddle, 24 8 
Hagan, Andora (secretary to 
U.S. co-ordinator of Fine Arts 
Brussels Fair), 21 N 
Hamilton, Vera (Perry Como’s 
secretary), 2, 11 D 
Hardie, Alice (secretary to U.S. 
deputy commissioner general, 
Brussels Fair), 21 N 
Here and there, 33 J 
Hochstein, Rollie, 
A dream of a job, 11D 
Secretary ...on camera, 28 F 
That business of education, 
53 A 
Up to her neck in news, 17 O 
Holms, Angie (secretary at Al- 
hambra, California, High 
School), 22 S 
How it all began (1899-1918), 2, 
17 A 
How it all changed (1919-1958), 
2,37 A 
How it looks from here (1959—), 
2,92 A 
How to 
Ask for a raise, 13 F—and get 
it, 30 M 
Conduct a research project, 
ll J 
Prepare a business report, 12 


Prepare material for the 
printer, 22 O 





Code: 
The capitals after page num. 
bers refer to month of issue. 
Shorthand entries are itali- 
cized, 


Select the best 
service, 18 D 

How to reach the top, 43 Ju 
Human relations, 64 S, 55 O, 18 

J, 24 M, 5 May, 16 Ju 
Human side, The, 

Right foot forward, 18 J 

Running the obstacle course, 


telegraph 


24 M 
Seniority-Bane or blessing, 2 
16 Ju 


Hurwitz, Nancy, 
Designing women, 15 M 
Step lovely, please, 32 S 
Hutchinson, E, Lillian 
Word teasers, 51 (55) S, 54 
(55) O, 48 (55) N, 51 (52) J 


Ice-breaker, The, 28 May 

Imai, Yoko (secretary to presi- 
dent of a Tokyo chemical en- 
gineering and construction 
company), 16 J 

Impact of automation, The, 100 
A 

In focus: The educational secre- 
tary, 2, 208 

Indoor picnic, An, 60 O 

Information, please, 13 Ju 

International blend, 2, 13 J 

International Fair secretaries, 
20 N 

Interviews, 11 J, 8 May 

It's here—the 46th International 
OGA Contest, 28 D 

It's party time, 2, 19 D 


Jainschigg, Maria, 
Passports and steno books, 


Take a letter, Mr. Brown, 20 


Job interviews, 8 May 
Josephs, Ray (public-relations 
consultant), 
The lunch hour, 12 F 
Office borrowing, 10 J 
Vacations, 11, Ju 
Just think, 31 D 


Kahn, Gilbert, Jr., 

The balance sheet tells a 

story, 2, 14 May 

The ianguage of the balance 

sheet, 18 M 
The profit and loss statement 
18 Ju 
Keaton, Marjorie, 

What's your SEQ? 26 0 
Keep an eve on you, 48 O 
Keeping in shape—the twenty- 

day plan, 20 J 
Kennedy, Senator John F., 2, 

15 N 
Klanit, Edward J., 

The new girl, 40 O 


Labor force statistics, 70 A 

Lancet, Robert, 
Don't sell your’ shorthand 
short, 23 M 

Langston, Tom (former secre- 
tary, now co-ordinator of pub- 
lic service, West Texas State 
College), 22, 52 M 

Language of peace, The, 2,17S 

Language of the balance sheet, 
The, 2, 18 M 

Larkin, Kathy, 
Good impressions, 26 M 
Puffs and paints, 82A 
Something new something 

different, 34 F 

Last page, 64 S, O; 56 N;: 48 D: 
56 J; 60 F; 56 M, 48 May; 53 
Ju 

Letter to Georgia, 38 S 

Letter writing, see Business 
English page 56 

Lincoln, Evelyn Norton (Sena- 
tor Kennedy's secretary), 2, 
15 N 

Long story of shorthand, The, 
2, 25 A 

Look, boss, I’m making a 
speech, 2, 27S 


Lunch hour, The, 12 F 
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MacPherson, Julia (early wom- 
an telegrapher), 49 A 
Made for each other, 30 Oo 
Male secretaries, 2, 20, 23 M 
Manuscript preparation, 22 Oo 
Many moods of summer, The, 24 
Ju 
Mara, Maura, 
Get to the point, 22 F 
Once upon a typewriter, 29 A 
Marshall, Margaret, 
Vacation with pay, 28 Ju 
Matchups, 51 8S, J 
Matter of proportion, A, 31 May 
Matter of taste, A, 38 F 
Maynard, Rachel (secretary to 
Dean of College of Business 
and Public Administration, 
University of Arizona), 22 § 
Mayo, Lucy Graves, 
The secretary acts, 20 F 
The secretary talks, 16 D 
The secretary writes, 2, 240 
McAfee, B. C., 
The ice-breaker, 28 May 
McCue, Corinne L. (New York 
employment supervisor, Rem- 
ington Rand Division, Sperry 
Rand Corporation) 
Job interviews, 8 May 
McGurrin, Frank (deviser of 
touch’’ typewriting and 
Speed King of the '80s), 31 A 
Mechanization distinguished 
from automation, 100 A 
Merry Christmas to... 20D 
Midyette, Nancy, 
Fingertip tips, 32 O 
Million friends, A, 85 A 
Mr. Gregg and the boy from 
Boston, 28 A 
Mix—match / work—play, 30 8 
Money, 40 Ju 
Monkarz, Freda (Robert Hogeg’s 
secretary, U.N. interpretors’ 
section) 2, 17 S 
Moving Day, 38 M 
My, how she’s changed,"’ 77 A 


National Association of Educa- 
tional Secretaries, 21S, 74 A 
National Association of Legal 

Secretaries, 74 A 
itional Secretaries Associa- 
tion, 64 S, 64 O, 48 D, 56 M, 
73 A, 48 May 
Neatness habit, The, 32 N 
Necessary props, The, 2, 43 A 
Neeley, Floy Wade, 
A desk of her own, 26 D 
New girl, The, 400 
New Year's resolutions, 2, 22 J 
Nore, Ella 
Medical terms in Gregg Sim- 
plified, 39 O 
Norton, Margaret, 
The fabulous world of facts, 
28 0 
Nothing great was ever 
achieved without enthusi- 
asni,’" 73 A 
Notes and quotes, 5S, 140,5N, 
9D,3J,3 F,5 M, 13 A, 3 May, 
3 Ju 
Notes from Note-a-bles, 13 A 
Nothing great was eve! 
achieved without enthusi- 
ism,’ 73 A 
Notkin, Gay Flint (secretary to 
U.S. commissioner general, 
Brussels Fair), 21 N 
Now we are 60, 128 A 


N 


OAT, see Order of Artistic 
rypists, 

OAT certificates and pins, 33 N, 
SS A 

OAT (arrangement) tests, 43 S; 
5 O; 35 N; 30 D; 35 J; 41 F, 
M; 87 A; 33 May; 38 Ju 
obstacles that confront secre- 
taries on the job, 24 M 

Office borrowing, 10 J 

Offic: collections, 2, 23 J 

Office equipment, see Equipment 

Office manners, circa 1900, 15 A 

Office of the future, The, 97 A 

Office parties, 2, 19 D 

OGA, see Order of Gregg Artists 

GA certificates and pins, 43 O, 


33 N R5 A 
OGA Contest announcement, 
34 N, 28 D, 39 M, 85 A, 31 May; 
pu, 28 D, 47 J; prizes, 28, 29 
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OGA contest (continued) 
D; report, 30 Ju; rules, 29 D; 
specimens, 31 May; winners: 
individuals, 31 Ju; schools, 
30 Ju; honorable mentions, 
school division (blue seal) 44 
Ju, (gold seal) 34 Ju, (red 
seal) 35 Ju 
OGA (penmanship) tests, 42 S; 
44 O; 34 N; 28, 45 D; 34, 47 J; 
40 F, M; 86 A; 32 May, 46 Ju; 
Contest copy, 28 D, 47 J 
Once upon a typewriter, 2, 29 A 
One-girl office, 20 O 
O'Neill, Ellen (IBM secretary), 
2, 13 Ju 
Only the beginning, 39 S 
Order of Artistic Typists (OAT), 
Awards, 41, 42 S; 44 O; 34 J; 
39, 40 F 
Tests, 43 S; 45 O; 35 N; 30D; 
35 J; 41 F, M; 87 A; 33 May; 
38 Ju 
Order of Gregg Artists (OGA), 
Awards, 41 S; 43 O; 34 J; 39, 
10 M; 85 A; 32 May 
Tests. 42 S; 44 O; 34 N; 28, 45 
D; 34, 47 J; 40 F, M; 86 A; 
32 May; 46 Ju; Contest 
copy, 28 D, 47 J 
Ottley, Margaret, 
Just think, 31 D 
Keep an eve on you, 48 O 
Neatness habit, 32 N 
You’re on your own, 48 8 
Our thanks to... 84A 
Overseas jobs, 20 N; 3, 13, 17 J, 
18 May 


Pack up and go to anywhere, 
22 May 

Packales, Sandra (secretary to 
dress designer Anne Fogar- 
ty), 15 M 

Paddock, Isabel M. (secretary 
to District Supervising Prin- 
cipal, Warwick, New York), 
228 

Party for Miss Mac, A, 36 F 

Passports and steno books, 2, 
sy 

Pavlu, Roberta G., 
A matier of taste, 38 F 
Money, 40 Ju 
Moving day, 38 M 
T. I. P., 30 May 
To make or break, 38 J 

Pencil week, 2, 22 F 

Personality problems, 24 M 

Pin awards, 42 S, 43 O, 34 N, 
34 J, 85 A 

Plan your career now, 43 O 

Play Santa to yourself, 22 D 

Popkins, Marie C., 
Plastics terms in Gregg Sim- 
plified, 44 F 

Posselt, Gisela (secretary to 
Vienna candy company direc- 
tor), 13 J 

Postage rates, 268 

Present trends among neurotic 
typewriters, 39 N 

Product points, 15S; 110; 9N; 
5 D, J; 9 F; 11 M; 9 May; 
9Ju 

Profit and loss statement, 18 Ju 

Public relations, 16 D, 18 May 

Public speaking, 27S 

Puerto Rico—Que pasa? 2, 20 
May 

Puffs and paints, 82 A 


Quinn, Helen E., 
Civil engineering terms im 
Gregg Simplified, 42 J 


Raises, 13 F 
tao, Indu (secretary to Flair 
editor and publisher, Bom- 
bay), 14 J 
Ready, Catherine R. (assistant 
director, Education Service 
Department, Bristol-Myers 
Company) 
Views from the front office, 
11 S, N: 10 J; 12 F; 13 M; 
8 May; 11 Ju 
Recipes, 60 O 
Reid, Mary Louise (Mrs, Ogden 
Reid), 59 O 
Reid, Ogden Roger (president 
and editor of the New York 
Herald Tribune), 2, 17 O 
Research project, 11 J 
Researching, 28 O 


Ritchie, Kathryn (secretary in 
Ogden Reid's office), 58 O 
Rollason, Peggy Norton, 
How to ask for a raise, 13 F 
— and get it, 30 M 
How to conduct a research 
project, 11 J 
How to prepare a business re- 
port, 12 N — material for 
the printer, 22 O 
How to select the best tele- 
graph service, 18 D 
The long story of shorthand, 
25 A 
Ross, Charlotte and Dan, 
The waiting Man, 39 J, 45 F 
Rudoy, Marion, 
The gleam of health, 26 Ju 


Salanne, Susanna (secretary to 
Helsinki prefabricated hous- 
ing sales organization), 14 J 

Salaries, 13 M 

Sanderson, Raleigh, 

Your boss’ best ambassa- 


Savage, Gloria (secretary to 
manager of Myrtle Sank 
Hotel, Jamaica), 2, 11 May 

Scent of savoir-faire, A, 24 D 

Schrader, Abe (president, Abe 
Schrader Corp.), 

The lunch hour, 12 F 

Schultzy, 2, 28 F 

Secretarial bookshelf, 62 S, 55 O, 
42 N, 8 J, 10 F, 12 M, 5 May, 
10 Ju 

Secretarial jobs for men, 20 M 

Secretarial practice, see page 56 

Secretary, The, 

Appreciations by Lawrence A. 
Appley, 92 A; Franees F. 
Barth, 93 A; Anne Cronin, 94 
A; Karl P. Grube, $4 A; Ken- 
neth R. Herman, 92 A; A. J. 
Heyer, 93 A; Richard Hol- 
lerith, Jr., 94 A; Stanley C. 
Hope, 93 A; Russell Kelly, 94 
A; H. Wisner Miller, Jr., 93 
A; Lloyd M, Powell, 94 A; 
Mabel Purdy, 94 A; Amelia 
Reichert, 93 A; Norma H. 
Rickmeyer, 93 A; Kenneth H. 
Ripnen, 93 A; Fortune P. 
Ryan, 92 A; Wm. A. Sheaffer, 
II, 93 A; Madeleine Edison 
Sloane, 94 A; Cecelia B, Wind- 
er, 93 A; Philip M. Zenner, 
92 A 

Secretary acts, The, 20 F 

Secretary in 
Bombay, 14 J 
Brussels Fair, 20 N 
Candy company, 13 J 
Chemical engineering and 

construction company, 16 J 
Construction sales company, 
14 J 
Diplomatic service, 17 S 
Editorial offices, 17 O, 14 J 
Education, 20 5 
Entertainment field, 11 D, 
28 F 
Fashions, 15 M 
Foreign service, 20 N, 17 J 
Helsinki, 14 J 
High school office, 23 S 
IBM, White Plains, 13 Ju 
Jamaica hotel, 11 May 
Mexico City, 14 J 
News bureau, 14 J 
Newspaper office, 17 O, 16 J 
Overseas jobs, 20 N; 13, 17 J 
Photographer's office, 15 F 
Politics, 17 S, 15 N 
Senator's office, 15 N 
Small office, 20 O 
Tokyo, 16 J 
United Nations, 178 
Vienna, 13 J 

Secretary on camera, 28 F 

Secretary talks, The, 16 D 

Secretary to 
College dean, 23S 
Como, Perry, 11 D 
Cummings, Bob, 28 
Dmitri, Ivan, 15 F 
Dress designer, 15 } 
Fogarty, Anne, 15 M 
Hogg, Robert, 17 S 
Kennedy, John F., 15 N 
Overseas executives, 20N, 13 J 
Reid, Ogden, 17 O 
School superintendents, 23S 

Secretary writes, The, 240 


Senator's clock-watcher, The, 
15 N 
Seniority-Bane or blessing? 2, 
16 Ju 
Seraphic Secretaries of America, 
76A 
Seven lives of Emily, The, 15 F 
Shaneyfelt, Doris Dee (Ogden 
Reid's secretary), 2,170 
Shirker, The, 11S 
Shopping spree, 35 S, 36 O, 49 N, 
42 D, 53 J, 57 F, 53 M, 125 A, 
45 May, 51 Ju 
Shorthand, see page 56 
Shurtok, Bertha, 
Dateline: Brussels, 20 N 
Signs of spring, 26 J 
Silbert, Theodore H. (president, 
Standard Finance Corpora- 
tion), 
The coffee break, 11 N 
Silver, Kenneth (former public 
stenographer, now president 
of Services, Unlimited), 22, 
52 M 
Sivinski, Joan, 
The case of a letter, 14 D 
Keeping in shape—the twen- 
ty-day plan, 20 J 
Spring cleaning, 16 May 
Tips on tests, 19 Ju 
Slave driver, The, 468 
Smith, Roselle (secretary to 
U.S. executive director, Brus- 
sels Fair), 21 N 
Societies for business students 
and graduates, 109 A 
Sohn, Bernie (secretary-assist- 
ant in TV department of Wil- 
liam Morris Agency), 22, 49 M 
Something chic, something 
pretty, 26 F 
Something new, something dif- 
ferent, 34 F 
Soot, Gitta (office assistant to 
dress designer Anne Fogar- 
ty), 16 M 
Speakers’ rules, 278 
Spelling, see Business English, 
page 56 
Spotlight on jewelry, 3448 
Spring cleaning, 16 May 
Standish, Prudence (‘‘Chicago 
Daily News,’’ 1900), 
Office Manners, 15 A 
Starring: The office hostess, 2, 
18 May 
Starting on top, 28 N 
Statement of Ownership, man- 
agement, and circulation, 47 D 
Step lovely, please, 32 S 
Stokowski, Leopold: Notes from 
his secretary, 30 J 
Success of an idea, 64 A 
Suesskind, Emily (secretary to 
photographer Ivan Dmitri), 
2,15 F 
Sutton, Ethel B. (personal re- 
lations, McGraw-Hill Book 
Company) 
Job interviews, 8 May 


Take a letter, Mr. Brown, 2, 
20 M 

Talking well, important for sec- 
retaries, 16 D 

Teacher +secretary+editor= 
author, 68 A 

Teachers associations, 56 N, 
109 A 

Technical terms in Gregg Sim- 
plified: Civil engineering, 42 
J: Medical, 39 O; Plastics, 44 
F 

Telegraph industry, 49 A 

Telegraph services, 18 D 

Telephone industry, 49 A 

Tests and drills, see Flash read- 
ings, OAT and OGA tests 
Transcribing speed practice, 
Transcription projects, Typ- 
ing drills 

That business of education, 2, 
53 A 

Thoughtful Ada, 36 M 

Tilting scale, The, 2 

T. 1. P., 30 May 

Tips on tests, 19 Ju 

Title winners of the year, 64 S, 
56 N, 48 D, 56 J, 60 F, 48 May 

To make or break, 38 J 

To my valentine, 33 F 

Tomorrow's secretary, 92 A 

Transcribing speed practice, 45 
S; 47 O: 37 N; 33 D; 37 J; 43 


TOA 
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F, M; 89 A: 35 May: 17 Ju 

Transcription, see also Secre- 
tarial Practice, page 56 

Transcription error hunt, 14 D 

Transcription project, 49 (53) 
S: 49 (55) O:; 38 (55) N; 34 
(47) D, 41 (52) J, 47 (55) F, 
44 (46) M, 36 (44) May, 39 (43) 
Ju 

Transcription Supervisors’ As- 
sociation of New York, 76A 

Transcription tests, 45, 49 S; 
27, 47, 49 O; 37, 38 N; 33, 34 D; 
37, 41 J; 43, 47 F; 43, 44 M; 89 
A; 35, 36 May: 37, 39 Ju 

Travel tips, 22 May 

Triple crowns, 34 M 

Trusting soul, 30 N 

Two steps to summer, 26 May 

Typewriters and Typing, see 
page 56 

Typewriting tests, 
Arrangement, see OAT tests 
Speed, see Competent Typist 
tests 

Typing: Keys to success, 39 F 

Typing drills, (accuracy) 20 J; 
(correcting copy) 21 J; (faulty 
technique) 21 J; (numbers) 
21 J; (speed) 20 J 


~ 


Jirich, Florence Elaine, 

Aim for the top, 41S 

Beginning of things to come, 
33 N 

Competitors clash for Gregg 
honors, 39 M 

It's here—the 46th interna- 
tional OGA contest, 28 D 

A Matter of proportion, 31 
May 

Million friends, 85 A 

Plan for your career now, 43 
Oo 

Results of the 46th annual 
OGA contest, 30 Ju 

Typing: Keys to success, 39 F 

Where are you heading? 33 J 

p to her neck in news, 17 O 


rc 


Vacation with pay, 28 Ju 
Vacations, 11 Ju 
Vern (Clairol) 

Starting on top, 28 N 
Vacation tours, 2, 11, 19 May 
Views from the front office on... 

Coffee break, 11 N 

Job interview, 8 May 

Lunch hour, 12 F 

Office borrowing, 10 J 

Salaries, 13 M 

Shirker, 118 

Vacations, 11 Ju 


Waiting man, The, 39 J, 45 F 
Walker, Josephine C., 

Only the beginning, 39 S 
Stokowski, Leopold: Notes 
from his secretary, 30 J 
Watson, Doris (secretary to co- 
ordinator of U.S. Performing 
Arts program, Brussels Fair), 

21 N 
Watts, Andrew, 
The senator's clock-watcher, 
15 N 
We poll the panel on... Chang- 
ing jobs, 22 Ju: New Year's 
resolutions and Office collec- 
tions, 22 J 
Well-heeled look, The, 43 N 
Wentzell, Jacquelyn, 
The art of saying, 
18 N 
The art of saying, ‘‘Please,”’ 
18 F 
The art of saying ‘‘Thank 
you,”’ 20 Ju 
What's your SEQ? 260 
Where are you heading? 33 J 
Where to buy, 57 S, O; 47 D, J; 
51 F; 52 M; 37 May; 49 Ju 
Will the computor be the secre- 
tary’s best friend? 97 A 
Women workers, 9 D, (1890- 
1960), 70 A 
Wood, Rosemary (secretary in 
Vice-President Nixon's office), 
17, 24N 
Woodman, Rachel, 
How to reach the top, 43 Ju 
Word teasers, 51 (55) S, 54 (55) 
O, 48 (55) N, 51 (52) J 
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**No,”’ 2, 


Yarosh, Nancy (secretary to 
District Superintendent of 
Philadelphia school system), 
22S 

Yesterday's secretary (photos), 
32, 35, 62, 67 A 

You’re on your own, 48 S 

Your boss’ best ambassador... 
59 A 

Yours for the asking, 6 A 


BUSINESS ENGLISH AND 
CORRESPONDENCE 


Abbreviations, (spacing) 6 Ju, 
(weights and measures) 8 S 

Affect or effect? 8 O 

Amount and sum, 6 Ju 

Apostrophe, 6 D, 45 J 

As long as or so long as’? 6 May 

Bad or badly? 6 Ju 

Balance or remainder? 6 M 

Between or among? 758 

Capitalization, 40 N, 6 F, 7 Ju 

Comma in dates, 6 May; with 
explanatory expressions, 6 F 

Company names, singular o1 
plural? 8 M 

Cooperate, co-operate, or codp- 
erate? 70 

Correct usage, 6 F, M, May 

Correspondence, 62 S; 34 O; 18, 
42 N: 8 J; 18 F; 59, 60, 110 A, 
10 Ju 

Council or counsel? 128 

Dash within parentheses, 7 M 

Definitions, 51S. J 

Division of words, 53 F 

Due to or because of, 7 J 

Enumerations, Punctuation for, 
45 J 

Error, mistake, blunder, 7 J 

Examples of letters, good and 
bad, 19 N; 19, 53 F; 61 A 

Excuse me or pardon me’? 65 

Forgot or forgotten’? 6 F 

Got or gotten? 6 F 

Guarantee and guaranty, 7 J 

Has or have’? 68 

Hyphen or apostrophe in meas- 
ures of time? 45 J 

Hyphens, 7 O, D; 45 J 

In regards to,7 Ju 

Invitation acknowledgments, 6 


Is, or will be, appreciated? 6 J 

Joint signature of husband and 
wife.6 D 

Language facility, 24 O 

Letter writing, see Correspond- 
ence 

Letters, good and bad, 19 N; 
19, 53 F; 61 A, 10, 20 Ju 

Master's degree, 7 Ju 

Me, myself, or 1? 6 O 

Minutes, singular or plural, 7S 

Mr. and Mrs. not dropped on 
form letters or envelopes, 6 F 

Mr. with a title following name, 
6S 

“‘No”’ letters, 18 N 

One of the few,6 M 

Per cent or percent? 8S 

Period, between syllables in 
Webster dictionary, 6, 53 J 

Possessive nouns in names of 
organizations, 6 D 

Pronunciation, 48 N 

Punctuation, 70; 40 N; 7D; 45 
J; 6, 53 F; 7 M, 6 May 

Quantity, 6 M 

Quotation marks, 40 N, 6 F 

Re, hyphened or not? 6 O, 7 D 

Salutation for an attorney, 6 J 

Singular or plural? 6, 7, 8 S; 
6,8 M 

Sometime or some time? 6 May 

Spelling, 5, 8, 12 S; 8, 54 O; 7, 8 
J;6M 

Syllabication, 8 J 

That, who, which, 6 F 

Therefore,6N 

Up to date or up-to-date? 6 O 

Vice-president or vice presi- 
dent? 128 

We forlI,6J 

Who, which, that, 6 F 

Worth while, worth-while, or 
worthwhile? 6 M 

Zeugmas, 8 O 


SECRETARIAL PRACTICE 


Adding to your ‘‘Know how,” 


510 

Answering letters by notation 
on original, 45 J 

Changing wording dictated, 7 
May 

Checks, History and methods of 
processing, 5 May 

Communication responsibilities, 
510 

Corporation, incorporated, com- 
pany, distinguished, 6 N 

Correspondence manual, 42 N 

Discouraging someone else from 
using your typewriter, 7 Ju 

Distinguishing between man 
and woman dictators when 
first name is the same, 8S 

Duties of a secretary, 62 S, 27 
O, 20 F, 42 A, 18 May 

Envelopes for each purpose, 248 

Etiquette, 22, 42 N; 6 F; 15 A; 
18 May 

Filing, 12S; 8 J; 7,11 M; 7 May 

Hand etiquette, 42 N 

‘‘Housekeeping™’ duties, 27 O 

Identification initials, 6 S, 7 D, 
60 A 

Inside address, 7 O 

Integrated data processing, 102 
A, 13 Ju 

Introductions, 23 N, 18 May 

Letter styles, 61, 110 A 

Letter writing, 62 S:; 34 O; 18, 
42 N: 8 J: 18 F; 59, 60, 110 A 

Letterheads, Which to use, 8S 

Mail, a problem when opened by 
boss, 7 M 

Mailing procedures, 26 S, 51 O, 
lll A 

Married women’s work prodb- 
lems, 5 May 

Medical assistant, 62 S 

Miss, Mrs., or Ms.? 40 N 

Mr. in interoffice memos, 12 $ 

Money. Expressing large sums, 
7F 

Numbers under 10 or under 100, 
6D 

Numerals in dates, 7 N 

Office hostess, The, 18 May 

Organizing work, 26 O, 43 Ju 

Part-time and temporary jobs, 
62 S, 56 J 

Photocopies, 45 J 

**Please"’ letters, 18 F 

Postage rates, 26S 

Programming, 102 A 

Projects, 33 J 

Proofreading transcripts, 14 D 

Qualifications for secretarial 
jobs, 8, 20, 38, 62 S; 43 O; 33 
J: 13,2 F 

Reference books, 28 0 

Reservations, 6 M 

Salutation for letters to ‘Office 
Givce 18 

Secretarial procedures, 26 O, 
10 F 

Secretaryship a profession? 7 N 

Signing your employer's checks, 
8 O 

Speaking well, 16 D 

Standards, 21 8,16 D, 13 F 

Stapling two-page letters, 45 J 

Streamlining executive’s work- 
load, 5 May 

Summer placement directory, 
10 F 

Telephone techniques, 7, 22 N 

Transcription, 14 D, 33 J 

Visitors, 18 May 

Voice modulation, 16 D 


SHORTHAND 


Certificate of Vocational Compe- 
tency, 33 N 

Dictation, 7 8S, 27 O, 113 A 

Dictation records and tapes, 113 

English shorthand systems, 25- 
27, 112A 

Experiences recounted, 43 O, 
33 N, 39 M, 85 A 

French shorthand, 26, 112 A 

German shorthand, 26, 112 A 

Gregg champions, 65 A 

Gregg shorthand, 26, 112, 113 A 

History of shorthand, 25 A 

Machine shorthand, 113 A 

Penmanship analyzed, 85 A 

Proportion, 31 May 

Roman shorthand, 25 A 





Shorthand authors, 
Dr. Timothy Bright, 25 A; Ds 
launey, 26 A; Emile Duployé, 
26 A; Franz Gabelsberger, 26 
A; John Robert Gregg, 26, 27 
112, 113 A; Thomas Gurney, 
26 A; William Mason, 26 A: 
Benn and Isaac Pitman, 26 A: 
Prevost, 26 A; Jeremiah Rich, 
26 A; Saint Cyprian, 25 A: 
Seneca, 25 A; Stolze, 26 A; 
Samuel Taylor, 26 A; Marcus 
Tullius Tiro, 25 A; John Wil- 
lis, 26 A 

Shorthand for the mili/ons, 63 A 

Students’ accomplishments, 33 


Style suggestions, 39 M 

Televised shorthand 
113 A 

Timing dictation, 7S 


classes, 


TYPEWRITERS AND TYPING 


Accuracy drills, 20 J 

Air mail and Special Delivery 
notations on letters, 6 N 

Alignment test, 17 May 

Artyping, 10 Ju 

Automatic typewriters, 121 A 

Blind-copy notations, 7 F, 17 
May 

Business reports, 12 N 

Carbon-copy notations, 7 F, 17 
May 

Carbon-copy problems, 8 M 

Cleaning the typewriter, 17 May 

Company name in signature to 
letter, 7 D 

Correcting carbons, 17 May 

Do's and don'ts, 39 F 

Electrics talked of in the ‘80s, 
121 A 

Employment tests, 19 Ju 

First typewriter, 29 A 

Height of desk, 17 May 

History of the typewriter, 29 A, 
5 May 

Interstate Life (Chattanooga) 
typing award winners, 39 M 

Kindest regards, Position for, 
8 M 

Manuscript typing, 22 O 

Margins, 17 May 

Millions, How to type, 7 May 

Neurotic typewriters, 39 N 

Office of the President, Where 
to type on letterhead, 6 J 

Placement of letters, 17 May 

Portables, 120 A 

Posture, 16 May 

Proportional spacing, 121 A 

Quoting material in typing legal 
documents, 6 J 

Resumé, How to insert the ae 
cent mark, 7 O 

Sales practices then and now, 
120, 121A 

Separating parts of a name in 
typing,6 M 

Single or double spac#ng in ad- 
dresses, 40 N 

Spacing abbreviations for more 
than one word, 6 Ju 

Speed drills, 20 J 

Speed typing in the early days, 
31 A 

Stationery-drawer arrangement, 
17 May 

Statistical typist, 8S 

Technique drills, 21 J 

‘*Treeing,”’ 45 J. 17 May 

Typewriter inventors (Henry 
Mill, William Burt, Christo- 
pher Latham Sholes), 29 A 

Typewriters (1867-1914), 
Crandall, 30 A; Densmore, 29 
A; Hermes, 31 A; Olivetti, 31 
A; Remington, 29 A; Royal, 
31 A; Sholes-Glidden-Soule, 
29 A; Smith, 30, 31 A; Under- 
wood, 31 A; Yost, 29 A; Yu 
Ess, 30 A 

Typewriting tests, 43, 44 S; 45, 
46 O; 35, 36 N; 30, 32 D; 35, 36 
J; 41, 42 F; M; 87, 88 A; 33, 34 
May; 00, 00 Ju 

Typing a telegram without re- 
moving other work from type- 
writer, 7F 

Typing, a success factor, 39 F 

Typing tips, 10 F 

Wrinkled carbons, 45 J, 17 May 


TODAY’S SECRETARY 
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The day I flipped! 


“Tt was a frantic Friday—noisy, boss on fire, both phones ringing. 


2 . — 
Postage rates are up!... 
At 4.50 he hands me the new price lists; says, sorry, doll, they gotta go 

. = 2 7 | ctters now Cost you 33! 


out tonight. Well, halfway through the licking and sticking, something sO postage contro! is more 


snaps. 1’d asked ten times for a postage meter—so now I’m drafting important than ever. 


’ meter protec age fr S 
an ad: SITUATION WANTED—IN OFFICE HAVING POSTAGE METER.” \ meter protects postage from loss, 
MmIsuse; does its own accounting 


Today, no one has to put up with slow, sloppy, tedious lick-and- Postage is “dialed”’ for anv class 


even parcels. And meters 
moisten envelope flaps for sealing! 


stick mailing. The littke DM (desk model) meter prints postage of any 
value directly on the envelope with a dated postmark—and your 
e A postage meter requires no 


own small ad, if you like. Saves time, money, postage minimum mail volum 
é ‘ < eo) q 


and temper! 
Now, even the smallest office can afford a meter—one DM user in can easily use one 


three spends less than SI a day for postage. 





Electric models for larger mailers. Call the 
nearest PB oflice for a demonstration. On1 


send « oupon tor a free illustrated booklet. 


PITNEY-BOWES 
Postage Vieter 





nm araeiininey late ogtie ghee oom 


roa pny. 


res 





i 
LANA tA Stee 


Fotpamatic Construction —“Heart” of the new LiNne-a- 
TIME Copyholder. Folds over typewriter when notin use. 
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Ftand 


DIVISION OF SPERRY RAND CORPORATION 
Room 1600,315 Fourth Avenue, New York 10, New York 


Variable Height Adjustment — Raises or lowers LINe-a- 
riME Copyholder to required individual eye level. 


Space-cecector Unit — Affords typists an infinite va- 
riety of space settings I would like a free five day trial of the new Fotpamatic 
Transvvue Line Guide—Tinted, transparent, underscores Line-a-time Copyholder.* 
line of copy to be typed and permits typists to see two 
or three lines ahead. Has both an elite and pica Perfect 
Positioning Seale... 


NAME 


...And many other dramatic features that make the new 
FotpaMatic Line-A-TIME Copyholder the greatest secretarial 
aid since the invention of the typewriter. 


ADDRESS 


. ee ; , ; = CITY : STATE 
Available in six office and typewriter harmonizing colors: 


French Gray, Desert Sage, Honey Beige, Mist Green, Lime 
Light and White Sand. 


*Available only in cities with a Remington Rand office. 
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